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KEGULATIONS FOR HIS MAJESTY'S

COLONIAL SEEVICE,

CHAPTER I. CONSTITUTIONS.

1 . Colonies and Protectorates.

1. THE British Colonies and Protectorates may be
classified as follows :

I. Colonies possessing responsible government, in which
the Crown has only reserved the power of disallowing

legislation and the Secretary of State for the Colonies has

no control over any public officer except the Governor.

In all matters affecting the internal affairs of such a

Colony the Governor acts on the advice of Ministers who
are responsible to the Legislature. These Colonies fall

constitutionally into two groups :

(i) Canada, New Zealand,

Cape of Good Hope, Orange Kiver Colony,

Natal, Transvaal.

Newfoundland,

(ii) The Australian Commonwealth and its six

component States : New South Wales,

Queensland, South Australia, Tasmania,

Victoria, Western Australia. (Papua is a

dependency of the Commonwealth.)

II. Colonies not 'possessing responsible government, in

which the administration is carried on by public officers

under the control of the Secretary of State for the Colonies

(commonly known as Crown Colonies), and Protectorates

similarly controlled.
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(i) Colonies possessing an elected House of

Assembly and a nominated Legislative Council :

Bahamas, Bermuda.

Barbados,

(ii) Colonies possessing a partly elected Legislative

Council, the constitution of which does not provide
for an official majority :

British Guiana,

^
&

The island of Cyprus has a similar constitution.

(iii) Colonies possessing a partly elected Legislative

Council, the constitution ot which provides for an

official majority :

t Fiji, Malta,

Jamaica, Mauritius.

Leeward Islands,

(iv) Colonies and Protectorates possessing a Legis-
lative Council nominated by the Crown :

British Honduras, Nyasaland Protectorate,

Ceylon,
'
St. Lucia,

East Africa Pro- - St. Vincent,

> ) V\ i/V tectorate, Seychelles,
Falkland Islands, -Sierra Leot*e,

^ Gambia, c Southern Nigeria,
Gold Coast, - Straits Settlements,

^Grenada, . Trinidad.

Hong Kong, IX*

Vi <\cv *3CXi
In all the above Councils, except British Honduras,

the constitution provides for an official majority.

The Legislative Councils of Gambia, Sierra Leone,
and Southern Nigeria have power to legislate for the

following Protectorates respectively :

Gambia Protectorate,
Sierra Leone Protectorate,
Southern Nigeria Protectorate.
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(v) Colonies and Protectorates without a Legisla-
tive Council :

Ashanti, St. Helena,
Basutoland, Somaliland, *
Bechuanaland Pro- Uganda,

^
tectorate, Weihaiwei,

Gibraltar, Islands included under
Northern Nigeria, the Western Pacific

Northern Territories High Commission,
of the Gold Coast,

In all Crown Colonies and Protectorates, except
Bahamas, Barbados, Bermuda, British Honduras, and the

Leeward Islands, the Crown has the power of legislating

by Order in Council.

The territories in South Africa which are under the
control of the British South Africa Company are not
included in the above classification.

2. The Governor.

2. In the case of Colonies, the officer appointed by the

Crown to administer the Government is styled either :

Governor-General and Commander-in-Chief,
Governor and Commander-in- Chief, or

Captain General and Governor-in- Chief.

In .the case of Protectorates the officer appointed by the

Crown to administer the Government is styled either :
--

Governor and Commander-in-Chief,

High Commissioner and Commander-in-Chief,

High Commissioner,
Commissioner and Commander-in-Chief, or

Commissioner.

In these regulations the term " the Governor
"
includes

all officers appointed to administer Governments, however

styled.

3. The officer so appointed receives a Commission under
the Royal Sign Manual and Signet, and, if through death

or absence or otherwise he should become incapable of

acting, the government devolves on such officer or person
as may have been designated for that purpose in the

Letters Patent constituting the office.



4. The Governor is the single and supreme authority

responsible to, and representative of, His Majesty, He is,

by virtue of his Commission and the Letters Patent con-

stituting his office, entitled to the obedience, aid and

assistance of all military and civil officers
;
but although

bearing the title of captain -general or commander-in-chief

and although he may be a military officer, senior in rank

to the officer commanding the troops, he is not, except
on special appointment from His Majesty, invested with

the command of His Majesty's regular forces in the Colony.
He is therefore not entitled to receive the allowances

annexed to that command or to take the immediate direction

of any military operations, or, except in cases of urgent

necessity, to communicate officially with subordinate

military officers without the concurrence of the officer in

command of the forces, to whom any such exceptional
communication must be immediately notified.

5. The Governor, as the King's representative, will give
the " word "

(parole) in all places within his government.
6. The officer commanding the troops will render to

the Governor such returns as he may require relating to

the strength and condition of the troops, or to the military
defences of the Colony.

7. On the receipt of the Army (Annual) Act, the

officer commanding the troops will communicate to the

Governor the " General Orders
"

in which it may be

promulgated.
8. Where several Colonies are comprised in one military

command, the officer in command of the whole may transfer

troops from one Colony to another on the application of

the Governor of the Colony to which the troops are to

be sent. This application should when practicable contain

the written expression of opinion of the military officer, if

any, there in command
;
but the officer in command must

in all cases consult with the Governor of the Colony from
which the troops are sent, and will incur a special

responsibility ifhe sends them away without the Governor's

consent, except under special instructions from home.

9. For the purposes of Regulations 4 to 8 Colonies com-

prised under one government-in-chief are to be regarded as

a single Colony.

10. The Governor has no authority over the movements
of His Majesty's ships, and is not entitled to issue orders



to officers of the Koyal Navy. But, it being a general
obligation on all His Majesty's civil and military officers

to afford mutual assistance to each other in cases affecting
the King's service, the Commander-in-chief of a station or

the senior officer present at a port is instructed in the

King's Regulations for the Navy to pay due regard to

such requisitions as he may receive from the Governor

having for their object the protection of His Majesty's

possessions, the benefit of the trade of his subjects or the

general good of his service.

11. In urgent cases, when the requisitions may conflict

with the instructions from the superior naval authority
under which he is acting and when reference by telegraph
or otherwise to such superior authority is impracticable,
a naval officer is instructed to consider the relative im-

portance and urgency of the required service as compared
with his instructions, whether general or special ;

and he

is to decide as in his judgment may seem best for His

Majesty's service. In so doing he is instructed to bear

in mind the grave responsibility that would rest on him
if the circumstances were not such as to fully warrant

the postponement of the instructions from his naval

superior to the more pressing requisition from the

Governor.

12. In cases where high political considerations demand
the decision of His Majesty's Government in respect of the

action to be taken, the Governor should communicate

his opinion that the presence of one *of His Majesty's

ships is necessary direct to the Secretary of State, instead

of direct to the commanding officer of His Majesty's ship,

unless the lives and property of British subjects are in

such imminent peril as to demand immediate action.

13. The powers of every officer appointed to administer

the government of a Colony or Protectorate are conferred,

and his duties are . defined, by His Majesty's Commission

and the Instructions with which he is furnished. The

following is a general outline of the nature of his powers
and duties, subject to the special laws of each Colony :

He is empowered to grant a pardon or respite to

any criminal convicted in the colonial Courts of

Justice and to remit any fines penalties or forfeitures

which may accrue to the King. It is his duty to

transmit to the Secretary of State by the earliest



8

opportunity a report on each case in which, after

sentence, a pardon is granted or the capital sentence

is remitted.

The moneys to be expended for the public service

are issued under his warrant.

He has the power, in the King's name, of issuing
writs for the election of Kepresentative Assemblies

and Councils, arid of convoking proroguing and dis-

solving legislative bodies.

He appoints suspends and dismisses public servants

in the Colony.
He is empowered to administer the appointed oaths

to all persons, in office or not, whenever he may
think fit, and particularly the oath of allegiance pro-
vided by 31 & 32 Viet. c. 72, s. 2.

He has the power of granting or withholding his

assent to any Bills which may be passed by legislative

bodies, but he is required, in the case of certain Bills,

to reserve them for the signification of His Majesty's

pleasure or to assent to them only if they contain a

clause suspending their operation until they are con-

firmed by the Crown.
He is on no account to absent himself from the

Colony without His Majesty's permission.

3. Councils and Assemblies.

14. Legislative. Councils nominated by the Crown

generally consist in part of the principal executive officers

of the Colony and in part of private persons appointed

by name
;
the former being termed Official, and the latter

Unofficial Members.
15. Legislative Councils which are partly elected,

generally consist of Official and Nominated Members,
appointed as in the preceding regulation, and of members
elected by the inhabitants of the Colony.

16. The numbers respectively of Official, Unofficial or

Nominated, and Elected Members are prescribed by the

Letters Patent and Instructions to Governors.

17. When a vacancy occurs by the death, resignation,
or otherwise, of a Legislative Councillor appointed by
name, the Governor may in general appoint provisionally
to such vacancy until His Majesty's pleasure be known.

18. Every law, vote or resolution the object or effect of
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which may be to dispose of or charge public revenue must
be proposed by the Governor or with his consent.

1 9. A law comes into operation immediately on receiving
the Governor's assent, unless some other date is prescribed
by the law itself. The Crown, however, retains power
to disallow it, and if this power be exercised the lau
ceases to have operation from the date at which notification

of such disallowance is published in the Colony.
20. His Majesty's pleasure with regard to a law is

signified through a Secretary of State, or by Order in

Council where the constitution of a Colony so prescribes.
21. A law passed in a particular year by a Colonial

Legislature should, unless reserved for the signification of

His Majesty's pleasure, receive the Governor's assent in

that year. In the absence of any legal provision to the

contrary, it should be dated as of the day on which assent

is given and numbered as of the year in which it is passed,
whether it comes into operation immediately upon enact-

ment or contains a provision postponing its operation to

some future date. A law not assented to by the Governor
but reserved by him for the signification of His Majesty's

pleasure should be dated as of the day, and numbered as

of the year, in which it is brought into force by public
notification in the Colony.

22. In Colonies possessing responsible government the

Governor is empowered to appoint and remove members
of the Executive Council, it being understood that

Councillors who have lost the confidence of the local

legislature will tender their resignation to the Governor
or discontinue the practical exercise of their functions in

analogy with the usage prevailing in the United Kingdom.
23. In Crown Colonies the Executive Council consists

of certain principal officers of the Government with or

without the addition of unofficial members. These Execu-

tive Councillors are either the holders of offices specified in

the Governor's instructions or persons appointed in pur-
suance either of a Royal Warrant or of instructions from

the Crown signified through a Secretary of State. The

Governor may in cases of vacancies make provisional

appointments, subject to the confirmation of the Crown.

Members of the Executive Council can be dismissed by
the Crown alone, but in case of urgency may be suspended

by the Governor, who must however at -once report fully

to the Secretary of State the grounds of his action.

32231r B
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24. In Crown Colonies the Executive Council has the

duty of assisting the Governor with its advice, and the

Governor is required by his instructions to consult the

Council in all matters of importance, except in cases of

urgency (when it is his duty at the earliest practicable

period to communicate to the Council the measures which
he may have adopted with the reasons therefor), and in

cases of such a nature that in his judgment the King's
service would sustain material prejudice by consulting the

Council thereon. Unless otherwise provided in any par-
ticular case by law or by his instructions, the Governor

may act in opposition to the advice of the Council, but he

is then required to report the reasons for his action to the

Secretary of State by the first convenient opportunity.

CHAPTER II. OFFICERS.

25. The regulations in chapter II. do not apply to any
officer m a Colony under responsible government except
to the Governor in his relation to the Crown.

4. Appointments.

26. The regulations as to appointment to public offices

are directions given by the Crown to the Governors of

Crown Colonies for general guidance and do not constitute

a contract between the Crown and its servants.

27. Appointments to public offices are made by
authority of His Majesty, and such offices as a rule are

held during His Majesty's pleasure but in some few cases

are held during good behaviour.

28. The general rule is that appointments to public
offices are made by letter signed by the Governor or

written by his direction, except in the case of Judges of

the Supreme Court who are appointed in His Majesty's
name by an instrument under the Public Seal of the

Colony. This rule applies equally whether the appoint-
ments be provisional or definitive.

29. Public offices are divided into three classes :

Class I. Those of which the initial emoluments do
not exceed one hundred pounds per annum.

Class II. Those of which the initial emoluments
exceed one hundred and do not exceed three

hundred pounds per annum.
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Class III, Those of which the initial emoluments
exceed three hundred pounds per annum.

30. When a vacancy occurs in Class I the Governor
makes the appointment and reports it to the Secretary of
State in the next quarterly return as prescribed by reou-
lation 397.

31. When a vacancy occurs in Class II the Governor

reports it immediately to the Secretary of State together
with the name and qualifications of the person, if any,
whom he recommends for appointment. The Governor's
recommendation is usually followed.

32. The powers of the Governor under the two

preceding regulations do not extend to the appointment
or provisional appointment of a person not resident in the

Colony.
33. When a vacancy occurs in Class III the Governor

follows the same course as to reporting it, but he is

distinctly to inform any person whom he may provisionally

appoint that he holds the office only until his appoint-
ment is confirmed or superseded under directions from
the Secretary of State. The Governor may recommend a

candidate for the final appointment but it must be clearly
understood that the Secretary of State may select another

candidate.

34. In reporting a vacancy in Class III or in reporting
the creation of any office in that class, the Governor will

furnish in duplicate, in the form given in appendix I, full

particulars respecting the nature and incidents of the

office.

35. In the selection of candidates for vacancies in

Classes II and III, the claims of meritorious public officers,

whether in the service of the same Colony or of some other

Colony, will generally take precedence of those of persons
new to the public service. In the case of the chief judicial

and chief fiscal offices local connection with the Colony

by birth, family ties or otherwise will usually be con-

sidered to render, a candidate ineligible.
36. The Governor will make annually a confidential

report on the qualifications of persons in the public service

who apply or are fitted for promotion otherwise than in

their own department whether in the Colony or elsewhere ;

and on all officers on the active list of the Army seconded

for employment in the Colony.
The Governor will make a similar report in the case of
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persons resident in the Colony when such persons apply

through him to the Secretary of State for employment in

the public service.

37. The claims of candidates for promotion will be

considered in order of their seniority, but the selection

will be mainly decided by regard to official qualifications.

Seniority in any Department is determined by the date of

an officer's appointment to the particular grade or class in

which he is serving. Seniority as between officers

appointed on probation and subsequently confirmed in

their appointments is determined by the date of the

probationary appointment. Except where otherwise pro-
vided at the time of appointment, seniority as between

persons selected for appointment from outside the Colony
is determined by the date at which they begin to draw

any salary of their new office or, where two or more begin
to draw such salary on the same date, by the date of the

letter from the Colonial Office confirming the selection.

38. Appointments, provisional or permanent, of gentle-
men who have been connected with the Governor as

private secretaries, Aides-de-Camp or otherwise are open
to objection and must not be made without previous
reference to the Secretary of State.

39. Whenever an officer of His Majesty's Imperial
Forces who is on the half pay or retired list is appointed
to a civil situation in any Colony, a report of the appoint-
ment specifying the amount of salary and the commencing
date for payment thereof is to be made immediately to the

Secretary ot State for the Colonies, which will be trans-

mitted by him to the proper authorities in this country.
Promotions in the Civil Service of such officers are also to

be notified forthwith to the Secretary of State for the

Colonies for the information of the respective authorities.

5. Discipline.

40. Salaried public officers whose remuneration is fixed
on the assumption that their whole time is at the disposal
of the Government are prohibited from engaging in trade,
or employing themselves in any commercial or agricultural

undertaking.
41. All salaried public officers, whether or not their

whole time is at the disposal of the Government, are

prohibited from directly or indirectly making or holding



13

any local investment, or being connected with any
occupation or undertaking, which might bring their

private interests into real or apparent conflict with their

public duties, or in any way influence them in the dis-

charge of their duties. In all cases of doubt as to the

application of this regulation a public officer is required
to submit the case for the Governor's decision.

42. No public officer on leave of absence is permitted
to accept any paid employment without previously
obtaining the express sanction of the Secretary of State

or, if his leave is spent in the Colony, of the Governor.
43. No public officer is to undertake any private agency

in any matter connected with the exercise of his public
duties.

44. No public officer can be permitted to be the editor

of a newspaper or directly or indirectly to take part in the

management of it. He may not contribute anonymously
to any newspaper in the Colony or elsewhere

;
nor may

he write on questions which can properly be called political
or administrative, though he may furnish signed articles

upon subjects of general interest.

45. No public officer whether on duty or on leave ot

absence is to allow himself to be interviewed on questions
of public policy or on matters affecting the defence and

military resources of any British possession.
46. Governors, Lieutenant-Governors, and all other

servants of the Crown in a Colony are prohibited during
the continuance of their service in the Colony from

receiving valuable presents (other than the "ordinary gifts

of personal friends), whether in the shape of money, goods,
free passages or other personal benefits, and from giving
such presents.

This regulation applies not only to the officers them-

selves, but also to their families, and officers will be held

responsible for its observance by their families. It is not

intended to apply to cases of remuneration for special

services rendered and paid for with the consent of the

Government. The regulation may be relaxed upon an

officer's final departure from the service of the Colony,
but only with the special permission of the Secretary of

State previously sought and obtained.

Money which has been subscribed with a view of

marking public approbation of an officer's conduct may be

dedicated to objects of general utility and connected with

3223 lr
C



14

the name of the person who has merited such a proof of

the general esteem.

47. Presents from kings, chiefs or other members of

the native population in or neighbouring to the Colony,
which cannot be refused without giving offence, will be

handed over to the Government.
When presents are exchanged between Governors or

other officers acting on behalf of the Colonial Govern-
ment in ceremonial intercourse with native kings, chiefs,

or others, the presents received will be handed over to

the Government, and any return presents will be given
at the government expense.

48. Governors will not without special permission

accept or forward any articles for presentation to His

Majesty.
49. Holders of patent offices may be removed from such

offices by the Governor and Council under the second

section of the Act 22 Geo. 3, c. 75, but care must be

taken that the officer is heard after being apprised of the

charge against him, and it is convenient that the course

prescribed in case of suspension should be pursued in any
proceedings for removal. Against any such removal an

appeal lies to His Majesty in Council, which should be

prosecuted like any other appeal.
50. Every other public officer holds office subject to

the pleasure of the Crown, and the pleasure of the Crown
that he should no longer hold it may be signified through
the Secretary of State, in which case no special formalities

are required.
51. An officer who has not been appointed by virtue

of a Warrant from the Crown, and whose pensionable
emoluments do not exceed 100 a year, may be dismissed

by the Governor, provided that in every such case the

grounds of intended dismissal are definitely stated in

writing, and communicated to the officer in order that
he may have full opportunity of exculpating himself, and
that the matter is investigated by the Governor with the
aid of the head of the department.

In lieu of dismissal the Governor may remove the officer

to an office of lower rank in the service, or may require
him to serve in his original office at a reduced salary,
either permanently or for a stated period, or may deduct
a portion of salary due, or about to become due, to the
officer. Such dismissal or other punishment will not
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require the confirmation of the Secretary of State, but any
memorial from the dismissed officer must be forwarded to

the Secretary of State without delay with a short statement
of the grounds of dismissal or other punishment.

52. Notwithstanding the above provisions, if the Gov-
ernor considers that any such officer should be removed
on grounds of general inefficiency, he must call for a full

report from the heads of the departments in which the

officer has served
; and, if satisfied after considering that

report that it is necessary in the interests of the public

service, he may remove the officer. In every such case

the question of pension will be dealt with under the laws
or regulations of the Colony.

53. In the case of any officer whose pensionable emolu-
ments exceed 100 a year, the Governor may suspend him
from the exercise of his office and from the enjoyment of

his salary, in which case the following regulations (54 to

71) must be strictly observed, unless the mode of suspen-
sion is otherwise provided for by local law.

54. The Governor shall signify to the officer, by a

statement in writing, the grounds of the intended suspen-

sion, and shall call upon him to state in writing before

a day to be specified (which day must allow a reasonable

interval for the purpose) any grounds upon which he

relies to exculpate himself.

55. If the officer does not furnish such statement within

the time fixed by the Governor, or if he fails to exculpate
himself to the satisfaction of the Governor, the Governor
shall cause the officer to be informed that on a specified

day the question of his suspension will be brought before

the Executive Council, and that he will be allowed, and,
if the Council so determine, required to appear before

the Council and defend himself orally.
56. For the purpose of the enquiry the Governor will

appoint a Committee consisting of the Attorney-General as

chairman and two other members of the Executive Council.

If the head of the officer's department is a member of the

Council, he will be one of the members of the Committee.

57. If witnesses are examined by the Committee, the

officer must be allowed the opportunity of being present
and of putting questions on his own behalf. The officer

must also be given a copy of any documentary evidence

that is to be used against him, and that has not been

already furnished to. him.

32231r C 2
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58. The Council will not itself hear witnesses unless

under special circumstances and at its own discretion
;
but

if upon considering the report of the Committee the

Governor in Council should consider that the enquiry

ought to be amplified in any respect, he may refer any

point back to the Committee for further evidence if

necessary and then decide upon their report.
59. If in the course of the inquiry further grounds

of suspension are disclosed, the Governor, if he thinks

fit to proceed upon such grounds, shall furnish the officer

with a written statement thereof and shall take the same

steps as are above prescribed in respect of the original

grounds of suspension.
60. If in any case the Governor considers that the

interests of the public service require that an onicer should

cease to exercise the powers and functions of his office

instantly, or before the proceedings above prescribed can

be completed, he may at once interdict the officer from

the exercise of the powers and functions of his office. Until

proceedings have been taken for the suspension of an

interdicted officer he shall in all cases be allowed to receive

such proportion of the salary of his office, not being less

than one-half, as the Governor shall think fit
;

but no
such officer may be formally suspended from his office or

deprived of his whole salary, except upon such formal

proceedings as are above prescribed, which must in all

cases be taken with as little delay as possible. If such

proceedings do not result in the suspension or other

punishment of the officer, he will be entitled to the full

amount of salary which he would have received if he had
not been interdicted.

61. If upon considering the report of the Committee
the Governor is of opinion that the officer deserves punish-
ment, but not the full penalty of suspension, he may
remove the officer to an office of lower rank in the service

or may require him to serve in his original office at a

reduced salary, either permanently or for a stated period,
or may deduct a portion of salary due or about to become
due to the officer. The Governor-in-Council may, if

necessary, refer any point back to the Committee for

further enquiry or evidence.

62. If the officer is suspended or otherwise punished
as above mentioned, the Governor shall, without loss of

time, report the matter to the Secretary of State for
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approval and confirmation, transmitting the minutes of

Council, the report of the Committee, the written state-

ments and all material documents relating to the case.

If the officer is suspended, the Governor shall at the same
time transmit the usual return required in the case of a

vacancy.
63. If the suspension is not confirmed by the Secretary

of State, and no other punishment is awarded, the officer

will be entitled to the full amount of salary which he
would have received if he had not been interdicted or

suspended, even though the officer discharging the functions

of the office in the meantime has been allowed to receive

some portion of the salary of the office.

64. If the officer is suspended, the Secretary of State,
instead of confirming the suspension, may direct the Gov-
ernor to subject the officer to one of the lesser punishments
above mentioned ;

or
if, in lieu of suspension, the officer

has been so punished by the Governor, the Secretary of

State may direct the Governor to reduce or to increase the

punishment already awarded.
65. If the suspension is confirmed by the Secretary

of State, the Governor shall forthwith cause the officer

to be so informed and thereupon his office shall become
vacant.

66. If the suspension is confirmed by the Secretary
of State, all salary will cease from the day of suspension.

Pending the decision of the Secretary of State, the Gov-

ernor, with the advice of the Executive Council, may grant
an alimentary allowance to an officer who has been sus-

pended, and who appears urgently to need such assistance.

67. An officer whose suspension is confirmed by the

Secretary of State forfeits all claim to a retiring allowance,
even though he should have paid contributions towards

such allowance.

68. If criminal proceedings are instituted against a public

officer, proceedings for his suspension upon any grounds
involved in the criminal charge shall not be taken pending
the criminal proceedings.

69. If an officer is convicted on a criminal charge the

Governor may cause the proceedings of the Criminal Court

on such charge to be laid before the Executive Council,

and if the Council are of opinion that the officer should

be suspended on account of the offence for which he has

been convicted, he may thereupon be suspended without
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taking any of the proceedings above prescribed, but his

suspension must be reported to the Secretary of State for

approval and confirmation.

70. An officer acquitted of a criminal charge is not

thereby rendered exempt from suspension on account of

his conduct in the matter
;
and the Governor, if he thinks

fit, may take the usual proceedings for the purpose.
71. An officer who is under suspension may not leave

the Colony during the interval before he is reinstated or

dismissed, without the leave of the Governor.

72. Any officer, whether under suspension or not, who
is absent from the Colony without leave will be held to

have thereby vacated his office.

73. Notwithstanding the above provisions, if the Gover-

nor considers that an officer whose pensionable emolu-

ments exceed 100 a year should be removed on grounds
of general inefficiency which cannot properly be dealt with

by specific charges under the foregoing rules, he must
submit a full report upon the case to the Secretary of

State, forwarding statements from the heads of the depart-
ments in which the officer has served

;
and if the Secre-

tary of State is satisfied that the officer's removal is

necessary in the interests of the public service it will be

carried into effect by an intimation to the Governor that it

is the pleasure of the Crown that the officer should no

longer hold his office. In every such case the question of

pension Avill be dealt with under the laws or regulations of

the Colony.

6. Salaries.

74. On appointment to an office of a person not within

the Colony, half salary, if available, will be allowed as a

general rule from the date of embarkation, and full salary,
if available, from the date of arrival in the Colony, pro-
vided that the officer proceeds direct to the Colony to

which he is appointed ;
otherwise he will be allowed to

draw half salary for such time only as is ordinarily

required to perform the journey between the point of

embarkation and that of arrival in the Colony.
75. No advance of salary is allowed to officers either on

first appointment or on leave of absence, except in special
cases to be determined by the Secretary of State

;
and the

officers to whom it may be granted must sign an agree-
ment with the Crown Agents in the form given in
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appendix 2. Collateral security will be required when
the advance exceeds a month's salary. The security of

another officer serving in the same Colony as the applicant
will not be accepted.

76. If an office be vacated in a Colony by the death,
removal or absence on half pay leave of the holder, the

person appointed by the Governor to act in his stead will

receive half the initial salary of the office. Should that

person be the holder of another office, but not performing
the duties of it while so acting, he may receive in addition

half the initial salary of his own office and all the incre-

ments which he has earned in that office.

77. Should the person so appointed by the Governor to

a vacant office be required at the same time to perform
the duties of his own office, he may be allowed half the

initial salary of the temporary office together with the

whole salary of his own office
;
but no person should be

appointed to discharge at the same time the duties of two
distinct offices whenever any other arrangement may be

practicable ;
and unless the offices are distinct and separate

offices in different departments of the service, or offices

not standing to one another in any intimate relation of

superiority and subordination, such as two Magistracies,

only half salary of each office can be allowed or the

officer's own salary if that be greater.
78. The fees of the vacant office (in the absence of any

regulation to the contrary) will be paid into the Colonial

Treasury, and the Treasury will pay the acting officer one

moiety with such further amount as the Governor shall

consider advisable in case the services performed are of a

special character or involve outlay.
79. Should the officer whom the Governor has appointed

temporarily to a vacant office be confirmed therein, he will

be entitled to draw the full salary of that office, if avail-

able, from the date at which he entered on the duties, but

from the date from which he draws such full salary he

will not be entitled to salary on account of any other

office which he may have held at the same time.

80. When the salary of an officer is on an incremental

scale, the holder is not entitled to draw any increment as

of right but only by sanction of the Governor. In the

case of a subordinate officer a certificate is required from

the head of his department that he has discharged his

duties with diligence and fidelity.
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81. Service for increments is to be reckoned from the

day on which an officer first begins to draw any salary of

his office. In the case where the salary drawn by the

officer at the time of promotion is not less than the mini-

mum salary of his new office he will continue to draw his

former rate of salary in his new office
;
and the period

qualifying for the first increment is to be reckoned from

the date at which he began to draw that rate of salary.

His first increment will be of such amount as will bring
his salary to the next incremental step in the scale of the

salary of the new office.

82. The grant of pensions and retiring allowances is

governed by the laws or regulations of the Colony con-

cerned. The rates of pension vary in different Colonies,
but the general principle is that the pension is based on
the length of service and on the average salary drawn

during the last three years of service, the maximum being
two thirds of final salary. In the case of officers who
have served in more than one Colony a separate pension is

awarded from each Colony based in most cases on the

length of service in that Colony and the final salary drawn
in that Colony ;

but in certain groups of Colonies the

officer receives a total pension of the same amount as if

the whole of his service had been in the Colony from
which he finally retires. Commutation of pensions is not

allowed.

7. Leave of Absence.

83. The following regulations (84 to 102) apply to all

public officers (other than Governors) except to

(a) Officers in East Africa, who are subject to

special regulations ;

(6) European Officers in West Africa, to whom
the regulations in Section 10 of this Chapter
apply ;

(f) Officers in Malta and Gibraltar, as regards half

pay leave, the regulations as to half pay leave

applying only to a few officers in those places
and the rules of the Home Civil Service as to

sick leave being generally in use.

84. Subject to the necessities of the service, leave of

absence on half-pay may be granted without any special

grounds after six years' resident service from first appoint-
ment in the Colony. It may be given after a less duration
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of service in cases of serious indisposilion, or of urgent
private affairs, if the Governor is satisfied that the indul-

gence is indispensable. In cases of serious indisposition
the state of the officer's health must be certified by his

medical attendant or, if required by the Governor, by a

medical board. In cases of urgent private affairs the

nature of such urgent affairs must be .stated confidentially
to the Governor.

85. In the absence of special grounds half-pay leave

must not exceed one-sixth of the officer's resident service

in the Colony. On special grounds it may exceed that

period by six months.

86. Half-pay leave is primarily intended to enable an
officer to recruit his health by change of climate, and it

must not be granted to be spent in the Colony except in

special circumstances.

87. The Governor may not in any case grant more than

twelve months' half-pay leave, but may report to the Sec-

retary of State the period for which the leave may be

extended without injury to the public service. The officer

seeking an extension must apply to the Secretary of State

in sufficient time, if practicable, to allow of reference to

the Colony. Leave will not be extended as a matter of

course nor unless public convenience permits.
88. When an officer receives, in addition to the salary

of his appointment, an allowance granted to himself per-

sonally, and not permanently attached to his office, he

may, when absent on half-pay leave, draw only half of

such personal allowance, the remaining moiety being left

undrawn and lapsing to the Colonial Treasury. The
undrawn moiety of the increments of salary of the absent

officer will similarly lapse.
89. Governors will report to the Secretary of State each

case in which leave of absence has been granted, transmit-

ting a certificate in the form given in appendix 3. The
officer proceeding on leave will be furnished with a dupli-

cate of the certificate to enable him to draw his salary. A
third copy of the certificate will be sent direct to the Crown

Agents for the Colonies when the officer's salary is to be

paid through them, with instructions to issue the salary

accordingly as it becomes due.

90. In special cases where an officer has served in one

Colony for some years with little or no leave immediately

preceding his transfer to another Colony, the Governor of
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the latter Colony may, as an act of grace, recommend him
for special leave in respect of his service in the former

Colony, such recommendation being accompanied by any
necessary particulars of former service and of the last

leave taken in respect thereof. The amount of leave which
should be shewn on his leave certificate as his proper claim

should be calculated according to the length of service in

the Colony in which he is serving.
91. When an officer is entitled to half-pay leave no

private arrangement made with the object of securing to

him more than half-pay will be allowed.

92. An officer on leave may receive so much of any
allowance for house rent as may not be wanted for the

acting officer, the amount so allowed being reported on

the leave certificate.

93. No part of any horse or travelling allowance and no
fees will be paid to an officer on leave.

94. On arriving in this country the officer on leave will

report his arrival by letter to the Colonial Office, mention-

ing his address, and he will similarly notify any subsequent

change of address. Treasurers and Auditors of colonies

whose accounts are subject to audit in this country should

also send their addresses to the Comptroller and Auditor
General.

95. Except in very special cases, as of unbroken official

residence in the same Colony for 15 years, no extensions

will exceed six months at a time, nor will any officer on
leave be allowed to receive half salary continuously for

more than the following periods in respect of the following
Colonies :

Months.

Mediterranean Colonies ... ... .,. 9

West Indies, Bermuda, St. Helena, and Falk-

land Islands ... ... ... ... 18

Mauritius, Ceylon, Hong Kong, Straits Set-

tlements, and Fiji ... ... ... 24
96. The foregoing regulations do not apply to vacation

leave not exceeding, in the case of ordinary civil officers,
three calendar months during and in respect of any two
consecutive years' service. It is not necessary that any
specific period should elapse between two successive grants
of vacation leave

;
but an officer will not be granted his

full three months at the beginning of a biennial period
without some special reason.
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97. In the case of judicial or educational officers, such
vacation leave may extend to, but must not exceed, the

ordinary vacations of the court or institution to which they
belong ;

and they may generally, when absent on half-pay
leave, receive full pay during any ordinary vacation of such

court or institution which may occur during the period of

their leave of absence. In Colonies where there is no

ordinary vacation of the Court or no vacation exceeding
one month at one time, a judicial officer may have the

leave allowed to ordinary civil officers.

98. Vacation leave need not be reported to the Secretary
of State unless the officer intends to visit the United

Kingdom, in which case his departure must be reported as

required when half-pay leave is granted. There is no
abatement of salary during vacation leave

;
but the leave

must be duly recorded and arrangements must have been

made, and approved by the Governor, for the adequate

discharge of the officer's duties without cost to the public,

except in very special circumstances.

99. Short periods of absence from duty owing to sick-

ness are allowed on full pay, in accordance with the local

rules of each Colony, without affecting vacation leave.

100. An officer applying for leave with the intention

of retiring must only receive such term of leave as will

allow time for a decision upon his application for retire-

ment
;
and the Governor giving leave under such circum-

stances will report the matter to the Secretary of State.

An officer's salary will in such case cease and his pension
commence when his retirement is sanctioned.

101. If an officer retires during his leave of absence

without having originally given notice of his desire to do

so, the date at which his half-salary is to cease will be

determined according to the circumstances of the case.

102. Leave will count from the date of relinquishment
to that of resumption of duty.

8. Salaries and leave of Governors.

103. A Governor is appointed during His Majesty's

pleasure, but his tenure of office is as a rule confined to a

period of six years from his assumption of the adminis-

tration.

104. When the office of Governor becomes vacant or

when the Governor is on leave, other than full pay leave,
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the person succeeding to the administration of the Govern-

ment will (if previously resident in the Colony) receive

half of the salary of the Governor. If he be an officer in

the service of the Colony, he will receive in addition half

the salary of his own office.

105. Should the person called to the temporary adminis-

tration have been transferred from the public service else-

where, he will receive the whole salary of the Governor,
if available, but in that case he will not be entitled to any
portion of the salary of the office from which he has been

transferred. During the absence on leave, other than full

pay leave, of a Governor and after the embarkation of a

newly appointed Governor, such person is only entitled

to the half salary available. Whether he can draw also

half the salary of the office from which he has been

temporarily transferred will depend on the arrangements
made for payment of his substitute, and will be decided

in each instance by the Secretary of State.

106. The leave of Governors is regulated by special
rules of local application ;

but in most of the Crown
Colonies the Governor may be granted leave with full

salary, exclusive of entertainment or duty allowance, for a

period not exceeding six weeks in any one year. The
officer administering the government is entitled in the

absence of the Governor from the Colony to draw in full

any allowance provided for entertainment and also any
duty allowance,

107. If the period of a vacancy or of the absence of the

Governor should exceed nine months, and there should be

any salary available, the Secretary of State will approve
such arrangements as may appear reasonable for the

increase of the salary of the temporary holder for the

period of excess.

108. On appointment to a Government, half salary
when available and when permitted by law will be allowed

as a general rule from the date of embarkation from

England or a colony. An officer succeeding to the

administration or the provisional administration of a

Colonial Government will be entitled to draw full or half

salary, as the case may be, in respect of the day on which
he assumes the administration. The officer whom he
succeeds will not be entitled to any payment for that day,

except the half salary granted in cases of absence on leave.

109. If a Governor is transferred from one colony to
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another and comes to England on his way thereto, he will,
if the Secretary of State is satisfied that such return is

unavoidable or in furtherance of the public interest,

usually receive the half salary of the Government which
he relinquishes, until the date of his embarkation from

England for the Government to which he is appointed ;

but if such half salary is not available he will usually
receive the half salary of the new Government. If no half

salary is available from either Government he can receive

no salary.

9. Passages.

110. The following is the scale of allowances to be

granted from Imperial Funds to Governors, including in

that term all officers administering governments, where

appointed for the usual term of years, for their passages
from this country :

Australia : Governor-General ... ... 2,000
Australian States ... ... ... ... 800
Bermuda 350
British Honduras 300

Canada: Governor-General ... ... 400

Cape of Good Hope 500

Ceylon ... ... ... ... ... 700

Cyprus ... ... ... ... ... 400

East Africa Protectorate ... ... .., 350

Falkland Islands ... ... ... ... 400

Fiji 800

Gambia ... ... ... ... ... 150

Gibraltar 200

Gold Coast 200

Hong Kong 800

Malta 300

Mauritius ... ... ... ... ... 700

Natal 450

Newfoundland ... ... ... ... 300

New Zealand 1,000
Northern Nigeria ... ... ... ... 200

Nyasaland ... ... ... ... ... 450

Orange River Colony ... ... ... 450

St. Helena 300

Seychelles
400

Sierra Leone
Somaliland ., f ... ... ... ... 250
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South Africa: High
j ^

Commissioner. < Combined offices > 1,200
Transvaal : Governor. ( j

Southern Nigeria ... ... ... ... 200

Straits Settlements ... ... ... ... 800

Uganda 400

Weihaiwei ... ... ... ... ... 500

\Yest Indian Colonies ... ... ... 350

111. A Governor will be granted the same amount of

passage allowance on retiring at the expiration of his term

of office or on being transferred to another appointment,
but he must not draw for the amount without the previous
sanction of the Secretary of State. If, however, he comes

home on leave of absence or is relieved at his own

request, before the expiration of his term of office, he

must provide his own passage.
112. If a Governor is transferred to another appoint-

ment he will not be entitled to passage allowance to this

country from the Colony from which he is so transferred

and also from this country to the Colony to which he is

about to proceed, unless the Secretary of State is satisfied

that his return to this country was unavoidable, or in

furtherance oi the public interests
;
but the allowance to

be granted to him will be calculated according to the

probable expense of the direct passage from one Colony to

the other, estimated on the same principle as the passage
allowance from England. In the case of a public officer

(not a Governor) or other person resident in a Colony who

may be appointed to the government of another Colony,
the same principle will be followed as nearly as circum-

stances will admit. A Governor who may return to this

country for other reasons than those above stated, or who
is transferred while he is on leave in this country, will be

entitled to the single passage allowance from England to

his new Colony, unless that allowance be greater than the

sum which might have been allowed for a direct journey
from the old Colony to the new one, in which case the

latter amount only will be allowed.

113. When a Governor or other officer is proceeding to

another Colony to administer the government temporarily,
or returning therefrom, he will be allowed from Imperial
funds such expenses as the Secretary of State may deem
to have been reasonably incurred for the removal of

himself and his family.
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to Governors or other public officers at the public expense
except on the application of the Governor to the senior

naval officer on the spot. The expense for the entertain-

ment of such passengers will not be paid from public funds,
unless the Secretary of State approves. Whenever a

Governor has occasion to apply to the senior naval officer

for a passage in one of His Majesty's ships for himself, or

for any officer under his Government, he must immediately
report the case to the Secretary of State, informing him at

the same time of the circumstances in which the applica-
tion was made.

1] 5. The expense for the entertainment on board of His

Majesty's ships of a Governor or other public officer must
be paid to the paymaster of the ship at the end of the

voyage, and, if possible, before leaving the ship.
116. If such expense is to be charged on the Imperial or

Colonial Treasury, it may be defrayed by a bill drawn in

the former case on the Paymaster-General, and in the

latter case on the Colonial Government. Such bills must
be drawn at not less than ten days' sight, either by the

Governor or with his written sanction. In case the

expense is to be borne on Imperial Funds, the Governor
will report by the first opportunity his having given such

sanction, and will direct the public officer to whom it may
have been given to transmit an immediate and direct

advice to the Secretary of State of his having drawn the

bill, and to forward at the same time the Governor's sanc-

tion for his having done so, and a receipt from the pay-
master of the vessel for the amount so drawn.

117. The scale of allowances for entertainment on His

Majesty's ships at the table of the Captain or Commanding
Officer is as follows :

I. For any Governor or High Commissioner whose

salary is not less than 3,000 per annum, ex-

clusive of allowances, 4 per diem for the first

seven days, and afterwards 21 s. a day.
II. For any other Governor, or for a Lieu tenant-

Governor, Administrator or Commissioner, 3

per diem for the first seven days, and after-

wards 21 s. a day.
III. For the persons composing the suite of Governors,

&c., 21 s. a day for each male person above

the age of 16
;
two-thirds 6f that sum for
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every female above 16
;
one-third for such of

either sex as shall be between the ages of 7

and 16
;
and one-fourth for such as may be

under 7 years of age.
IV, For other public officers 21s. a day for the first

fourteen days, and 1 5s. a day afterwards
;
and

the proportions with respect to age and sex,
as stated in the preceding paragraph.

Payment for entertainment in His Majesty's ships is to

be calculated according to the dates of the first and last

dinners taken on board.

118. When a Governor or other public officer is pro-

ceeding in a ship of war on a tour of inspection which

requires him to disembark at various ports, the higher
rate per diem will in general only be paid for the seven

days' entertainment following his first embarkation. If

there are special reasons for repeating this higher rate,

it must form a subject of special representation to the

Secretary of State before it is made.

119. When a Governor or other public officer disembarks

for the purpose of performing bona-fide public service,
and has not been able to give the Captain or Commanding
Officer beforehand such information as to the days on
which he will be absent from the ship as will prevent

expense in preparing for his entertainment on those days,
one-half of the rates of allowance above authorised will

be payable in respect of such absence, and each day in

respect of which such half rates are paid will be counted

as a full day for the purpose of computing the seven or

fourteen days referred to in the preceding regulations.
120. When a Governor or other public officer who is

entitled to conveyance at the expense of the Imperial

Treasury has to obtain passages in mail packets or private

ships, it will be necessary that certified statements of the

expenses and of the dates at which they were incurred

should be sent without delay to the Secretary of State,

supported by such vouchers as can reasonably be procured.
Evidence of the ordinary kind, as reference to a tariff (if

any) or the certificate of two merchants, should as a rule

be forwarded, that the rate of charge is usual or reason-

able. The statements of officers other than the Governor
must bear his counter signature. The expenditure will be

subject to review, and if necessary to disallowance, by the

Secretary of State
;
and it will be desirable, though not
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indispensable, that his sanction should be obtained before
bills be drawn for the sums spent. Such bills should be
drawn on the Paymaster-General, at not less than ten

days' sight, and an immediate and direct advice should in
each case be sent to the Secretary of State.

121. On appointment to an office the salary of which
does not exceed 500 per annum, the officer selected will
be entitled, if allowed by local law or regulation, to a free

passage from this country from Colonial funds for himself
and for his wife and children not exceeding four persons
besides himself, if they accompany him or follow him
within twelve months. The person so appointed will be

required to execute an agreement in the form inserted in

appendix 4.

When an officer is transferred from one Colony to

another, he will be entitled to free passages by the cheapest
and most direct route under similar conditions.
No outfit is allowed on any occasion.

10. Leave and Passage Rides in West Africa.

122. (a) Subject to the necessities of the Service,

European officers, that is to say, officers who were not

themselves bom in West Africa and neither of whose

parents was born there, may, after every tour of 12 con-

secutive months of residential service, be granted vacation

leave with full pay for two calendar months plus the time

necessarily taken on the journey to England ; and, if

specially detained by the Governor on public grounds
after the completion of a tour of service, they may be

granted vacation leave for ten days more with full pay in

respect of each calendar month that they may have been

detained, but no additional leave will be granted in respect
of any fraction of a month.

(&.) In the case of officers who are returning to West

Africa, there may be added to their vacation leave a further

period of leave with full pay, known as
" return leave,"

for two calendar months plus the time necessarily taken

on the journey from England. Officers to whom return

leave is granted will be required to sign an agreement to

the effect that, in the event of their failing to return to

the Colony or Protectorate they will, if called upon to do
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so, refund the amount of any pay drawn in respect of such

leave.

123. (a) Officers invalided before completing a tour

of service may be granted sick leave with full pay for the

time necessarily taken on the journey to England plus five

days in respect of each completed calendar month of

residential service.

(b) In addition to the sick leave which may be granted
under the foregoing rule, officers returning to West Africa

may be granted
" return sick leave

"
with full pay for

five days more (making ten days in all), in respect of

each completed calendar month of residential service plus
the time necessarily taken on the journey from England,
subject to the same conditions with regard to repayment
and date of embarkation as return leave.

124. No extension of vacation leave or sick leave will be

granted with full pay, but in exceptional circumstances,
such as continued ill -health, officers who are not returning

may be granted an extension of leave with half pay for

any period not exceeding four calendar months, at the

discretion of the Secretary of State.

125. Return leave or return sick leave may be extended
with half pay on the ground of ill-health for any period
not exceeding four calendar months

;
or with full pay if

the officer is detained in England by the Secretary of State

on public grounds.
126. Any extension of leave, however short, which may

be granted on any other grounds than those mentioned in

the two foregoing regulations must be without pay.
127. An officer returning to West Africa will be required

to embark by the first steamer leaving England after the
date on which his leave of absence expires, and will be
allowed pay at the rate which he is then drawing for any
days which may elapse between the expiration of his leave
and the departure of the steamer

; provided that, if there
is a later steamer which is timed to arrive at his destination
before the first one, he will be required to proceed by the
later one. Extensions of leave will date from the expira-
tion of the original leave, and not from the day on which
the officer would have had to embark if his leave had not
been extended.

128. If invalided out of the Colony, but not to Europe,
an officer may either draw full pay and pay all his own
expenses or draw half pay and have the cost of his passages
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paid by the Government, as the Governor may decide ;

and in such cases (that is to say, if the officer does not
visit Europe) he will not be required to begin a new tour
of service on his return, but the two periods of service
will be regarded as consecutive residential service. Leave

granted under this rule should not exceed three months,
and must be reported to the Secretary of State.

129. Officers desiring leave, on the ground of "
urgent

private affairs," before completing a tour of residential

service, may, if specially recommended by the Governor,
be allowed leave without pay, or if they have completed
six months of residential service, leave with half pay, at

the discretion of the Secretary of State
; but such leave

must in no case exceed four months, inclusive of the time
taken on the journeys. Officers to whom leave is granted
under this regulation commence a fresh tour of service on
their return to duty.

130. () Every officer before applying for permission
to proceed on leave of absence will obtain from the medical
officer of his station a certificate as to his state of health,

and, in case he is not in good health, the certificate must
contain a recommendation as to the course he should

pursue on his arrival in the United Kingdom, and must
be accompanied by the notes of the case. He will forward

these papers to the Governor through the proper channel

when applying for leave of absence, and they will be

enclosed in the despatch notifying to the Secretary of

State the leave of absence which has been granted.

(#) When the officer arrives in the United Kingdom
he will receive instructions to piesent himself to one of

the medical advisers of the Colonial Office if that course

is recommended by the local medical officer, and in any
case he will be required to show that the recommendations

of the local medical officer are being carried out.

(c) If an officer falls ill so as to require medical

attendance during the voyage home or during his leave of

absence and remains ill for a week, he will report tho fact

to the Colonial Office and will send a fortnightly report
from his medical attendant as long as he remains under his

care.

(d} Unless these rules are observed, an officer will

not be entitled to pay during any extension of leave which

it may be necessary to grant him on the ground of ill-

health.
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131. Officers to whom the foregoing regulations of this

section apply are required to discharge any duties upon
which the Governor may think it desirable to employ them

;

and they are not entitled to receive any available half salary
under Regulations 76, 77, 104, 105 and 108, in addition

to the salary of their own office, for performing the duties

of an office vacated by the death or removal or temporary
absence of the holder, but they will draw the duty allowance

when acting in any office to which such an allowance is

attached.

They may also be required by the Secretary of State to

discharge any duty or to go through any course of in-

struction which he may think necessary during their leave

of absence, and will not be entitled to any additional

remuneration or leave of absence in consideration of such

employment. Allowances granted to cover necessary out-

of-pocket expenses are not regarded as remuneration.

132. Free passages to England and out again will be

allowed to all officers under the rank of Governor who

may be granted leave of absence under regulations 122 and
123

;
and a free passage out will be allowed on their first

appointment to all such officers on their executing the

usual agreement under which they will be bound to refund

the cost of the passage in the event of their relinquishing
their appointment within three years from the date of

their arrival in the Colony or Protectorate for any other

reason than bodily or mental infirmity. Passages will

not be granted to wives or children under regulation 121.

133. If an officer is transferred while in West Africa

from one West African Colony or Protectorate to another,
he will be regarded as having completed a tour of service

in the Colony or Protectorate to which he is transferred

when the sum of his service in the two Colonies or Pro-
tectorates amounts to twelve months, and the whole of his

salary during leave of absence will be paid from the funds
of the last Colony or Protectorate.

134. Persons engaged under agreements in the West
Indies or Asia for certain subordinate posts in West Africa

are employed on special terms as to leave of absence, under

which, after three consecutive years of residential service,

they may be granted vacation leave with full pay for two
calendar months plus the time necessarily taken on the

journey to England, and (if they are returning to West

Africa) return leave with full pay for two calendar months
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plus the time necessarily taken on the journey from

England, with free passages to and from their homes.
Such persons may also be granted the same vacation for

the purpose of relaxation from business as is allowed to

native officials of similar grade, but this annual vacation

must not be continuous with the vacation leave or return

leave provided for in their agreements.
135. The foregoing regulations (122 to 134) do not

apply to native officers, that is to say, officers who were
themselves born in West Africa or whose parents were
either of them born there. All such officers are subject
to the general regulations as to leave of absence and

passages, with the exception that they are not entitled to

any pay under regulations 76 and 77, when acting in the

place of an European officer. They will, however, in lieu

o/ such pay, draw the duty allowance when acting in any
office to which a duty allowance is attached

;
and when

they are acting for an European officer and not receiving

any duty allowance, the Governor may, if he thinks fit,

award a gratuity in respect of such acting service, subject
to the approval of the Secretary of State. On the other

hand, the regulations numbered 84 to 88, 90, 91, 92 and

95 to 99, do not apply to European officers.

CHAPTER III. CEREMONIES.

136. The regulations in Chapter III. apply to all

Colonies arid Protectorates except when otherwise stated.

1.1. Precedence.

137. The precedence of officers in Colonies is determined

by local enactments, by Koyal Charters, by Instructions

either under the Koyal Sig'n Manual and Signet or through
the Secretary of State, or by authoritative local usage.

138^. In the absence of any special authority Governors

will guide themselves by the following general table of

Colonial precedence :

The Governor or officer administering the Govern-

ment.

The Lieutenant-Governor.

The Senior Officer in command of the troops, if

of the rank of a General, and the officer in

command of His Majesty's Naval Forces on the

* NOTE. This regulation has not yet been approved and the

table must be regarded as provisional only.
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Station, if of the rank of an Admiral, their

own relative rank being determined by the

King's Regulations on that subject.
The Bishop.
The Chief Justice.

The Senior Officer in command of the troops, if of

the rank of Colonel or Lieutenant-Colonel, and
the officer in command of His Majesty's Naval

Forces on the Station, if of equivalent rank,
their own relative rank being determined by
the King's Regulations on that subject.

The Members of the Privy or Executive Councils.

The Puisne Judges (in Crown Colonies).
The President of the Legislative Council.

The Members of the Legislative Council.

The Speaker of the House of Assembly.
The Members of the House of Assembly.
The Colonial Secretary (not being in the Executive

Council).
The chief Commissioners, Government Agents or

Residents of provinces.
The Attorney-General (not being in the Executive

Council).
The Solicitor-General.

The Senior Officer in command of the troops, if

below the rank of Colonel or Lieutenant-

Colonel, and the Senior Naval Officer of cor-

responding rank.

The Auditor-General or Inspector-
General of accounts.

The Treasurer, or other principal
Not being
members of

financial officer. ^
The Principal Medical Officer.

The chief officer of customs. Legislative

The Director of Public Works or

Surveyor-General.
The Clerk of the Executive Council.

The Clerk of the Legislative Council.

The Clerk of the House of Assembly.
In Colonies possessing responsible government, and

having no special table of precedence, the Puisne Judges
take precedence next after the Speaker of the House of

Assembly.
139. When two or more Colonies are comprised within
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one military or naval command, the military and naval
officers holding the commands in any one of such Colonies
in the absence of the superior commanding officers will

take the precedence assigned to them in the Colonial

Regulations, and will retain that precedence notwith-

standing the presence of the chief superior officers of the

whole military and naval commands. No other military
or naval officers have any place at all in the general
table of Colonial precedence, and the places accorded

therein to the Senior Military Officer and the Senior Naval
Officer have no connection, except as between those two

officers, with the regulations governing military and naval

precedence.
140. When a naval officer is a member of a Court of

Enquiry into the circumstances attending the loss of a

merchant ship but does not preside over the Court he

should sit at the right hand of, and so next in seniority to,

the President.

141. The precedence of Members of Councils in Crown
Colonies between themselves is regulated by the Royal
Instructions.

142. Members of the Royal Family take precedence
next after the Governor of the Colony. Persons entitled

to official precedence in the United Kingdom, in foreign

countries or in any particular Colony are not entitled

as of a right to the same precedence elsewhere. In

the absence of any special Instructions from the King

precedence of such persons will be determined by the

Governor. British Subjects enjoying in the United King-
dom precedence by right of birth cannot lose such

precedence while either temporarily or permanently

residing in a Colony.

12. Medals and Decorations.

143. All medals and decorations emanate from the

Sovereign and no decoration or medal may be issued

without His Majesty's approval having been first obtained.

The King's Regulations respecting foreign Orders and

Medals are inserted in appendix 5.

13. Salutes.

144. The salutes to which Colonial Officials are entitled

are determined by the Table in appendix 6.
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145. Officers acting temporarily in any civil office are

entitled during their temporary tenure to all the honours

or salutes that may appertain to such office.

146. Governors are authorised to sanction such salutes

as may have been customary, also such as they may deem

right and proper at religious ceremonies, and further to

cause the usual salutes to be fired at the opening and

closing of the Houses of Parliament or Assembly ;
but

these salutes are in no cases to exceed nineteen guns.
147. A Colonial Governor absent from his Colony on

leave, or otherwise than on a special mission expressly
authorised by His Majesty's Government, is not entitled

to receive any salute, or to fly any flag, as these privileges
are only permitted when he is actually representing the

Sovereign. A Governor so absent should decline all

salutes or other official recognitions of a royal character

from any foreign ship or troops.

14. Flags.

148. The Eoyal Standard will be flown at Government
House on the King's Birthday, and on the days of His

Majesty's accession and coronation.

149. The Union Flag, without the badge of the Colony,
will be flown at Government House from sunrise to sunset

on other days.
150. The Union Flag, with the approved arms or badge

of the Colony, emblazoned in the centre thereof on a white

shield surrounded by a green garland (as shown in the

drawing in appendix 7), will be used by a Governor, a

Lieutenant-Governor, or other officer administering a

government, when embarked in a boat or other vessel.

151. The British Blue Ensign with the arms or badge
of the Colony emblazoned in the centre of the fly, i.e., in

the centre of that part between the union jack and the end
of the flag, and the pendant (as shown in the drawing
in appendix 8), shall be flown by all armed vessels which

belong to or are in the service of the Government of a

Colony. Such vessels when not armed shall fly a similar

blue ensign, but no pendant.
152. All other vessels registered as belonging to His

Majesty's subjects in His Majesty's Colonies or Depen-
dencies will fly the red ensign without any badge unless

otherwise authorized by warrant from His Majesty or from
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the Admiralty. Such warrants have been issued in the
case of Canada, the Commonwealth of Australia, and New
Zealand. Colonial Merchant Vessels may carry distin-

guishing flags with the badge of the Colony thereon, in

addition to the red ensign, provided that such flags do not

infringe Section 73 (2) of the Merchant Shipping Act,
1894.

153. Whenever a requisition is received by any officer

in command of one of His Majesty's Ships for the embarka-
tion or conveyance of a Governor, High Commissioner,
Lieutenant-Governor, or other officer administering a

/ O

government, the senior naval officer present may direct

the flag which such official is entitled to use to be hoisted

at the foretop-gallant masthead of the ship in which he is

embarked
; provided that after consultation with, and on

requisition from that official, the senior naval officer

considers it for the benefit of the service about to be

performed that such flag should be hoisted, and provided
that it is only hoisted or carried within the limits of the

Government.

154. If the senior officer considers it, in any circum-

stances, undesirable to hoist the flag, he will inform the

Governor, High Commissioner, or other official concerned,
of his reasons, and will at once report the same to the

Admiralty.

155. In the event of a Governor, High Commissioner,
or officer administering the government of a Colony being
detached on a foreign mission in his official capacity,

special instructions will be issued in each case as to the

flag which should be carried by the man-of-war in which

he may be embarked. In the absence of such instructions

the senior naval officer present will exercise his discretion

in consultation with the official proceeding on the mission.

15. Visits.

156. Official visits between Naval Officers and

Governors, Lieutenant-Governors and Administrators of

His Majesty's Colonies and Protectorates abroad, will be

exchanged on the following occasions :

(a) On the arrival of one or more of His Majesty's

ships at a port at which the Governor, Lieutenant-

Governor, Administrator or Commissioner of the Colony,
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Territory, or Dependency is present, between such officer

and the senior officer in command of the squadron or ship.

(6) On the first arrival at such a port of any Flag
Officer or Commodore since taking up his appointment.

(c) On a Governor, Lieutenant-Governor, Adminis-

trator, or Commissioner newly appointed assuming office,

between him and all Flag Officers and Commodores

present.

(</) These visits need not be exchanged more than

once during the respective tenure of office of the King's

representative and the naval officers mentioned above.

157. In exchanging visits,

(a) A Governor will always receive the first visit

from the senior officer in command of the squadron or

ship.

(b) A Lieutenant-Governor will pay the first visit to a

Flag Officer or Commodore, 1st Class, who is a Com-
mander-in-Chief, but will receive the first visit in all other

cases.

(c) An Administrator or Commissioner will pay the

first visit to all Flag Officers or Commodores, but will

receive the first visit in all other cases.

158. Return visits must be paid within 24 hours.

(a) A Governor will return visits in person to all Flag
Officers and Commodores.

(&) A Lieutenant-Governor will do so in person to all

Flag Officers and Commodores, not being Commanders-in-
Chief.

(c) An Administrator or Commissioner will do so in

person to all Captains.

.(d) A Flag Officer or Commodore will do so in

person to all Lieutenant-Governors, Administrators or

Commissioners.

(e) In all other cases the return visit will be paid

by an Aide-de-Camp or other officer deputed.
159. Should the Governor or any other officer adminis-

tering the government find that from indisposition or

pressure of important business he is unable to return or

pay a visit in person he will depute his Aide-de-Camp or

some other officer to do so. In like manner should a

Flag Officer or Commodore from indisposition or pressing

occupation be precluded from paying or returning a visit

be will depute his Flag-Lieutenant or other officer not

below that rank to do so. In each case the officer failing
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to pay the required visit in person will report the circum-

stance, and the reasons which led to the omission, to the

Department under which he is acting.
160. Officers acting temporarily in higher civil offices

or commands will, in respect to these visits, be upon the

same footing as if they were confirmed in such offices or

commands.
161. The senior naval officer present will arrange, when

necessary, to provide suitable boats to enable Governors,

&c., to pay any official visits afloat, and to re-land them,
on their notifying their wishes to that effect.

162. For the purpose of Regulations 156 to 161

(a) The term " Governor
"

includes the Governors-

General of Canada and the Commonwealth of Australia,

the High Commissioners for South Africa and the Western

Pacific, and the High Commissioners of Northern Nigeria
and Cyprus.

(b) The term " Lieutenant-Governor
" means a

Lieutenant-Governor administering the Government as

such. As regards visits, the status of the Commissioner

of Weihaiwei is that of a Lieutenant-Governor.

(c) The terms " Administrator
" and " Commissioner

"

signify the Administrator or Commissioner of a Colony,

Territory, or Dependency acting in subordination to a.

Governor or High Commissioner.

1 6. Uniforms.

163. The civil uniform of the first class will be worn

by:
Governor-General of Canada.

Governor-General of Australia.

Governor of Barbados.

British Guiana.

The Cape of Good Hope.

,, Ceylon.

,,
Gibraltar.

,, Hong Kong.
, ?

Jamaica.

,,
Leeward Islands.

Malta.

,,
Mauritius.

Natal.

New South Wales.
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Governor of New Zealand.

Queensland.

,,
South Australia.

Straits Settlements.

,,
Tasmania.

,,
Trinidad.

,,
Victoria.

,,
Western Australia.

,,
Windward Islands.

High Commissioner of Cyprus.

High Commissioner for South Africa.

164. The civil uniform of the second class will be worn

by:-
Governors not entitled to wear the first class

uniform.

High Commissioner, Northern Nigeria.

Commissioner, Somaliland Protectorate,

Lieutenant-Governors.

Cabinet Ministers of the Dominion of Canada and

the Commonwealth of Australia.

165. The civil uniform of the third class will be worn

by officers administering Governments but not holding
the rank of Lieutenant-Governor, and may be worn by
members of the Colonial Ministry in Colonies having

responsible government (other than Cabinet Ministers o

the Dominion of Canada and the Commonwealth of

Australia) by members of the Privy Council of the

Dominion of Canada and by official members of the Privy
and Executive Councils of other Colonies.

166. Subject to the sanction of His Majesty, obtained

through the Secretary of State on the recommendation of

the Governor, the civil uniform of the fourth class may
be worn by heads of principal departments not having a

seat in the Privy or Executive Councils, and the civil

uniform of the fifth class may be worn by heads of

subordinate departments and chief assistants in the

principal departments ;
and His Majesty has sanctioned

the wearing of the uniform of the fourth and fifth classes

by the holders of certain other offices.

167. Private secretaries to Governors or officers admin-

istering Governments may wear the civil uniform of

the fifth class.

168. ISio person is entitled without the consent of the

King to wear the uniform attached to any office after he
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has ceased to hold that office. Such consent can only
be obtained on the recommendation of the Governor made

through the Secretary of State. No retired officer will be
allowed to wear any other uniform than that which was
attached to his office during his tenure of it and which he
has actually worn.

169. Governors, who at the time o their appointment
hold the rank of Admiral in the Royal Navy or of

General in the Army, will during their tenure of office

continue to wear their naval and military uniforms.

Governors not holding such naval or military rank will

wear the civil uniform of their class. Governors may,
with the special sanction of the Secretary of State, wear
the uniform of Lord-Lieutenant at reviews, inspections of

naval and military forces, and other similar ceremonies in

the Colonies.

170. A white undress uniform has been approved by
His Majesty for use in tropical countries on all ordinary
ceremonial occasions by members of the Colonial Civil

Service entitled to wear the ordinary civil uniform. The

adoption of this uniform in any Colony is left to the dis-

cretion of the Governor, but if once adopted its use is

compulsory on all such occasions. The ordinary civil

uniform will however continue to be worn on the occasions

of the celebration of the Sovereign's Birthday, the open-

ing or closing of the Legislature, or at the discretion of

the Governor on any other special occasion.

CHAPTER IV. CORRESPONDENCE.

171. The regulations in Chapter IV. apply to all

Colonies and Protectorates, with the exception of Nos. 188,

189 and 1V50, which do not apply to Colonies possessing

responsible government.

17. Colonial Office.

172. Governors or officers administering governments
must address the Secretary of State for the Colonies in

all correspondence with His" Majesty's Government. Every
communication therefore, to whatever public department
in this country it may more immediately relate, must be

addressed to the Secretary of State for the Colonies, with

the exceptions mentioned in regulations 192 to 207.
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173. Despatches are classified and should be dealt with

as follows :

(1) Numbered despatches which the Governor is to

lay before his responsible advisers or the Executive

Council, as the case may be, unless there be some

special reason to the contrary, which should be re-

ported to the Secretary of State in a confidential

despatch. Such despatches may be published unless

express directions are given to the contrary. Circu-

lar despatches and despatches from the Secretary of

State marked " Accounts" " Honours" or " Miscel-

laneous" are to be treated in all respects as numbered

despatches, unless also marked "
Confidential

"
or

"
Secret."

(2) Formal correspondence, such as schedules and
records of telegrams, which should not be numbered.

(3) Confidential despatches which the Governor

may, if he thinks fit, communicate under the obli-

gation of confidence to his responsible advisers or to

the Executive Council, as the case may be. No con-

fidential despatch, either to or from the Secretary of

State, may be made public without his permission.
The Secretary of State will only publish such

despatches if he considers it desirable in the public

interest, and will as a rule consult the Governor
before so doing.

(4) Secret despatches, the contents of which the

Governor is forbidden to communicate to any one
without express authority from the Secretary of State.

174. Whenever it may be found necessary to address

the Secretary of State confidentially the communication
should be marked "

Confidential "; but care must be taken
that the series of numbered despatches shall contain a full

report of all important transactions in the colony : so that,
should Parliament call for information as to any of these

transactions, a connected and complete account of what
has taken place may be afforded by such despatches with-

out adding those which are "
Confidential." .No reference

to a confidential despatch should ever be made in a

numbered despatch.
175. The Governor will cause the Secretary of State's

despatches addressed to himself, as well as copies of his

own addressed to the Secretary of State, whether confi-

dential or not, to be deposited in the recognised ofiice of
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record in the colony or in some other safe building
belonging to the Government. Secret despatches must
be deposited in the custody of the Governor for the time

being and must be handed by him to his successor.

176. The Governor is forbidden to withdraw at any
time any despatch or other public document so deposited.

177. The Governor's despatches should be numbered in

succession, commencing annually with a fresh series. Each

despatch should be confined as much as possible to a

single subject. The paragraphs should be numbered and
the enclosures noted in the margin. When any Colonial

or Imperial law or any previous letters or despatches are

referred to, they must be described by their numbers and

dates, either in the body of the despatch or in the margin,
and the number of the particular section or paragraph in

question must be noted.

178. Each enclosure should be separately numbered or

marked and, if in any foreign language except French,
should be accompanied by a translation. In the case of

printed documents which can be procured without diffi-

culty, six copies should be forwarded.

179. Despatches forwarded to the Secretary of State

should be accompanied by a schedule in duplicate, giving
their serial numbers, dates and subjects, and also by a

statement of the numbers and dates of all despatches
which the Governor may have received from the Secretary
of State since the preceding occasion. Separate schedules

and statements should be furnished for confidential and

secret despatches.

180. With the view of facilitating the despatch of busi-

ness, the Governor will send home by the first mail of

every month :

(1) A schedule of despatches received from the

Secretary of State which have been more than a

month in his hands without an answer. The cause

of the delay should be briefly stated in each case.

(2) A schedule of despatches sent by the Governor

to the Secretary of State which appear to have re-

mained unanswered for more than a month after

receipt. Attention should be called to any case where

inconvenience is occurring or likely to occur by the

delay in answering.
181. In the case of telegraphic despatches, the Governor
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should transmit by the first opportunity a copy, with a

translation, of the code words actually sent.

182. Every Legislative Act must be accompanied by a

statement from the Law Officer of the Crown to the effect

that in his opinion the Governor's assent may or may not

be properly given thereto, and also by a report from the

Governor or from the Law Officer giving all requisite

explanation respecting the object of the Act and any legal
or political question which it may involve. If the Act is

based on any Imperial or Colonial statute a reference to

that statute should be given.
183. The Secretary of State will not certify signatures

other than those of the Governor or the officer administer-

ing the government. It is the duty of the Governor to

cause it to be made known that the authentication of

documents requiring to be certified can only be effected in

this manner,

18. Returns.

184. A\\ returns, reports, and local publications referred

to in the Royal Instructions, or directed in circular in-

structions from the Secretary of State or in these regu-
lations must be punctually forwarded to the proper

department. A list of the more important returns is

given in Appendix 9.

18o. Reports of the proceedings of each meeting of the

Legislature must be forwardei by the earliest opportunity.
186. The Governor will transmit to the Secretary of

State twelve copies of all Acts as soon as printed, and
fourteen copies will be sent addressed as below :

1. House of Lords.

2. House of Commons.
3 Board of Trade.

4. British Museum.
5. Bar Library, Royal Courts of Justice.

6. Law Society.
7. Library of the Faculty of Advocates of

Scotland.

8. Library of Lincoln's Inn.

9. Library of the Inner Temple.
10. Library of the Middle Temple.
11. Library of Gray's Inn.

12. Library of King's Inns, Dublin.
13. Library of the Royal Colonial Institute.

14. Signet Library, Edinburgh.
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187. Four copies of every new compilation or corrected
edition of the Colonial Laws will be forwarded to the

Secretary of State.

188. As soon as possible after the close of each year the

Colonial Secretary will cause the annual Blue Book to be

completed, and will certify the accuracy of its contents.

The Governor will immediately transmit it in duplicate to

the Secretary of State.

189. The Blue Book should be accompanied by a report

containing a brief account of the financial position of the

Colony, its industries and commerce, the condition of its

inhabitants, and other matters of interest jto persons outside

the Colony, with a summary of the more important occur-

rences of the past year. Opinions, forecasts, controversial

matter, details of merely local interest, and tabular state-

ments other than those required for the elucidation of the

text should be excluded.

The report should be arranged under the following

heads, omitting those under which there is nothing to

record of interest to the general public :

1. Financial. 2, Trade, Agriculture, and Indus-

tries. 3. Legislation. 4. Education. 5.

Government Institutions. 6. Judicial Statis-

tics. 7. Vital Statistics. 8. Postal, Telegraph,
and Telephone Services. 9. Military Forces.

10. General.

190. The Governor will transmit annually to the

Secretary of State a list of capital sentences executed

during the year in the Colony.

191. It is desirable that Colonial Governments should

arrange for the interchange of reports on subjects of

common interest.

19. Military.

192. Governors who are actually in command of His

Majesty's troops must separate their correspondence with

the Secretary of State for the Colonies and the Secretary

of State for War. as prescribed in the following regulations

193 to 197.

193. All matters which relate to the discipline of the

troops, or to the employment of them in any ordinary and

established service, or to the relief of the troops after their

3223 lr E
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time of local service shall have expired, or to the interior

economy of His Majesty's land forces, will properly form

the subject of correspondence with the Secretary of State

for War exclusively.
194. In the event of actual hostilities with any foreign

enemy, or of any extraordinary employment of the troops
for the maintenance of the public peace, such occurrences

must be reported both to the Secretary of State for War
and to the Secretary of State for the Colonies.

195. In the event of its being thought necessary to

make or to advise any military convention with the officer

in command of the troops of any foreign Power, a Governor

commanding His Majesty's troops will at the same time

report to the Secretary of State for the Colonies, and to

the Secretary of State for War, the measures which he

may have so taken, or those which he may wish to recom-

mend for adoption
196. In case it should be necessary, in order to render

the Governor's military reports clear, to make reference,
in his correspondence with the Secretary of State for War,
to questions connected with his civil authority, he will in

every such case at the same time bring such questions
under the notice of the Secretary of State for tne Colonies.

197. As any attempt to define the limits of a Governor's

civil and military correspondence may, from the nature of

the case, be imperfect and may omit to provide for some
unforeseen exigency, he will best meet the requirements
of the Secretary of State for War and of the Secretary of

State for the Colonies by conducting his civil correspon-
dence exactly as he would conduct it if he possessed no

military command, and vice versa. The two functions of

Governor and of Commander of the Forces, though for

the time combined in the same person, should be regarded
in this respect as entirely separate, and the reports made

by the Governor in each capacity should be made precisely
in the same mariner as if that combination of functions did

not exist.

198. When a Governor shall have occasion to report

upon, or bring under the consideration of the Secretary
of State for the Colonies, matters which involve military
as well as civil considerations, or which require the

concurrence or decision of the Secretary of State for War,
he will first communicate with the officer commanding the

forces in the Colony respecting the matters in question.
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and, having obtained that officer's opinion or observations

thereon, he will transmit the same, with his own report,
to the Secretary of State for the Colonies, and will, in

every case, furnish the officer commanding the troops with
a copy of any report he may make involving military
considerations. If the officer commanding considers that

these reports require the consideration of the Secretary of

State for War, he will forward the duplicates with his

observations by the same mail which conveys the original

report to the Secretary of State for the Colonies.

199. Similarly under the King's Regulations, when the

officer commanding the troops in a Colony desires to bring
to the notice of his military superiors any matter which

may involve civil as well as military considerations, he
will first communicate with the Governor with a view to

obtaining his opinion thereon. He will transmit with his

own report any opinion or observations he may thus

obtain
;
and will in every case furnish the Governor with

a copy of any reports he may make on subjects other than

military discipline and routine. If the Governor considers

that these reports require the consideration of the Secretary
of State for the Colonies, he will forward the duplicates
with his observations by the same mail which conveys the

original report to the Secretary of State for War.

20. Naval

200. The Governor will write in his own name to any
senior naval officer (that is to say, the senior officer then

within his immediate reach), holding the rank of Flag

Officer, Captain or Commander, but will communicate
with any senior officer of lower rank through his private

secretary. In no case will he so communicate through
the Colonial Secretary.

201. Any notice or direction, which the Governor may
have occasion to convey to the commander of any foreign
vessel in the waters of the colony, will be transmitted

through the officers of the Colonial Government, and not

through the officers of His Majesty's Navy, whose inter-

vention should not be applied for, unless the directions

forwarded through the ordinary channel should fail to

produce their effect.

3223Jr E 2
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21. Shipping.

202. The Imperial Acts relating to merchant shipping
O Y*l
til C

1. The Merchant Shipping Act, J894.

2. The Merchant Shipping Act, 1897.

3. The Merchant Shipping (Exemption from Pilot-

age) Act, 1897.

4. The Merchant Shipping (Liability of Ship-

owners) Act, 1898.

o. The Merchant Shipping (Mercantile Marine

Fund) Act, 1898.

6. The Merchant Shipping (Liability of Shipowners
and others) Act, 1900.

7. The Merchant Shipping Act, 1906.

Under these Acts certain duties in relation to merchant

shipping are imposed on officers in British possessions.
Officers who are entrusted with duties in connection

with merchant shipping will make themselves familiar with

the provisions of the Acts.

208. .Detailed instructions with regard to general duties

in connection with merchant ships and seamen are contained

in the " Instructions to Officers in British Possessions

Abroad" issued by the Board of Trade
;
and instructions

on matters relating to the registry of ships are contained

in the " Instructions to Registrars of Shipping
"
issued by

the Commissioners of Customs with the approval of the

Board of Trade. Officers in Colonies performing duties

in connection with shipping will be guided by these

Instructions.

204. At the end of each year the colonial officer per-

forming the duties of Registrar of Shipping will prepare
and transmit to the Registrar-General of Shipping and
Seamen. 30. Carlisle Place, Victoria Street, London, S.W.,
an account made up to the olst December showing :

(a) the names and particulars of all ships on the

register of the port on the previous 1st

January, and

(/>) the names and particulars of all ships registered
at the port during the year or of those whose

register has been closed. In the latter case,

the cause of closing the register should be

stated. At the end of the list an abstract

should be given of the number and tonnage of
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vessels belonging to the port on 31st December.
It is important that this list should be trans-

mitted as early as possible in the month of

January.

205. Notice of any new light-houses, buoys or beacons

placed or erected on the shores of the Colony, and of any
alterations in those already existing, will be forwarded
as early as possible by the Governor to the Board of

Trade, who will communicate the information to the

Admiralty for publication.
These notices should be given in the form shown in

Appendix 10, which in the case of buoys or beacons should

be amended as necessary.

206. Any information of interest to navigators, such as

the formation or discovery of new reefs, shoals or currents,

should also be forwarded by the Governor to the Board

of Trade as early as possible.

207. For the purposes of the Wreck Abstract which is

presented annually to Parliament, particulars of every

casualty to shipping on the shores of any British posses-

sion, or to any British shipping at sea concerning which

information can be obtained, should be forwarded by the

proper officer in the Colony to the Assistant Secretary,

Marine Department, Board of Trade, as soon as possible

after the occurrence
;
and a summary of such casualties

should, if possible, be forwarded to the same Department at

the end of every year.
Forms for the purpose of making such returns will be

supplied 011 application by the Board of Trade.

22. Consular.

208. Communications from the Governor to a British

Consul -General should be signed by the Governor.

209. Communications from the Governor to a British

Consul, a foreign Consul or Consul-General, should, in

the case of a Crown Colony, be signed by the Colonial

Secretary, and in the case of a Colony having responsible

government, by the Governor's private secretary.

210. Communications from a Consular Officer to the

Governor should l>e signed by iho senior officer, not by a

subordinate.
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23. Individuals.

211. Persons in a Colony, whether public functionaries

or private individuals, who have any representations of a

public or private nature to make to the Government, should

address them to the Governor through the Colonial

Secretary. The duty of the Governor is to consider and
act upon each such representation as public expediency or

justice to the individual may appear to require, with the

assistance in certain cases of his Executive Council
;
and

if he doubts what steps to take thereupon, or if public

advantage may appear to require it, he will refer the matter

to the Secretary of State.

212. Every individual has the right to address the

Secretary of State, if he thinks proper ;
in which case he

must transmit such communication, unsealed and in tripli-

cate, to the Governor requesting him to forward it in due
course to the Secretary of State. Every letter, memorial
or other document which may be received by the Secretary
of State from a Colony otherwise than through the

Governor will be referred back to the Governor for his

report.
213. The preceding rule requiring transmission of cor-

respondence with the Secretary of State through the

Governor is based on the strongest grounds of public

convenience, in order that all communications may be

duly verified, as well as reported on, before they reach

the Secretary of State. It extends therefor^ to com-
munications relating to public affairs as well as to the

concerns of the writer, to those from all public function-

aries of whatever rank, and to those from public bodies.

214. Petitions addressed to the King, or the King in

Council, memorials to public officers or departments of

His Majesty's Government, must be in like manner sent to

the Governor for transmission to the Secretary of State.

215. The Governor is bound to transmit to the Secretary
of State with all reasonable despatch every communication
so received by him, accompanied by such report as its

contents may appear to him to require.
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CHAPTER V. FINANCE.

216. The regulations in Chapter Y. do not apply to
Colonies possessing responsible government.

24. Accounting Officers.

217. The Treasurer is 'the chief Accounting Officer of
the Colonial Government, and, subject to these regulations
and to such instructions as may with the authority of the

Secretary of State be approved by the Governor, the
financial and accounting operations of the Government are

under his general management and supervision, but it is

also the duty of the Colonial Secretary, the Auditor, the

heads of departments, officers in charge of districts, and
all the Treasurer's sub-accountants to take care that these

regulations are duly observed.

218. It is the duty of the Treasurer

(i.) To see that the proper system of account is

established in every department of the Colonial

Government ;

(ii.) To keep watch on the receipts of public revenue

and as far as possible to secure its punctual
collection

;

(iii.) To bring promptly to account, under the proper
heads and items, all money, whether revenue

or other receipts, paid into the Treasury or

accounted for to him
;

(iv.) To see that proper provision is made for the

safe keeping of all public money and stamps ;

(v.) To exercise strict supervision over all the officers

of his department and sub-accountants en-

trusted with the receipt or expenditure of

public money, and to take precautions, by the

maintenance of efficient checks, against the

occurrence of fraud, embezzlement or careless-

ness in connexion therewith
;

(vi.) To watch the expenditure and other disburse-

ments of the Government ;
to take cure tbut

no payment is made which is not covered by

proper authority, expressed or referred to on

the voucher relating to it
; and, in case of any

apparent extravagance or of any apparent
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defect in the provision for a charge owing to

the exhaustion or absence of a Vote, to call

the attention of the Colonial Secretary in

writing to the matter
;

(vii.) Promptly to charge in his accounts under

the proper heads and items of estimate all dis-

bursements of the Government
;

to render

the accounts for audit; and to prepare the

Financial Statements and Returns.

219. The Treasurer will from time to time, personally
or by deputy, make surprise inspections of the accounts

of his sub-accountants. He is entitled at all times to

have access to all books, records and vouchers in the charge
of such officers.

On the completion of such inspections, he will report to

the Colonial Secretary any material irregularity connected

with the public accounts that he may have noticed and

any particular in which the provisions of the revenue laws

may appear to him to need amendment.

220. Heads of departments and sub-accountants are

personally and pecuniarily responsible for the due per-
formance of the financial duties of their departments or

offices
;
for the proper collection and custody of all public

money receivable by them, and for any inaccuracies in

the accounts rendered by them or under their authority.

The responsibility of the Auditor for checking and

reporting any shortcomings in connexion with the public
accounts or finances does not absolve any officer from his

responsibility for complying, or securing compliance, with

instructions within the scope of his own authority. It is

his duty without fail to bring to notice any incompetence
or repeated carelessness on the part of his subordinates.

No officer will be relieved from any portion of his responsi-

bility should he depute to his subordinates the performance
of duties which he should have performed himself.

221. The Auditor and his deputies are at all times

entitled to have access to all books, records or returns

relating to accounts, and all accounting officers will give
them every facility for inspecting such documents.

222. It is the duty of all accounting officers promptly
to reply to any queries addressed to them by the auditor,

giving fully the particulars or information desired.
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25. The Estimates.

223. Annual Estimates of the revenue and expenditure
of a Colony will be prepared by the Colonial Secretary and
submitted to the Governor at such a date as will admit of

their consideration by the Legislature, their transmission
to the Secretary of State, and the receipt of his reply by
post, before the beginning of the year to which the Esti-

mates relate. Where local circumstances render this im-

possible, the Estimates should be transmitted not later

than will allow of a reply by telegraph before the begin-

ning of the year. The Colonial Secretary will obtam the

necessary materials for framing the Estimates from the

Treasurer and other heads of departments in time to admit
of this rule being complied with.

224. The Estimates will contain four columns (two for

details, and two for totals), showing against each item of

revenue or expenditure the amount estimated for the coming-

year and the amount of the approved estimate ofthe current

year. Where the expenditure of a department is provided

partly by annual votes and partly by a civil list or special

law, the amount provided by law will appear in a fifth

(inner) column, the total of which should be added to

that of the items not so provided. The Estimates will

thus show under each head every item which is expected to

come in course of payment during the year of estimate,

including not only those which are submitted to the

Legislature for discussion and appropriation, but also those

which, being already provided, are included in the Estimates

for information only. The law authorising the provided

expenditure should be named in each case.

225. The Abstracts preceding the body of the Estimates

will show the totals of all the heads in the Estimates and

will have four columns, one for the actual revenue or

expenditure of the last completed year, one for the approved
estimates of the current year, one for the revised estimates

of the same, and one for the estimated revenue or expendi-
ture of the coming year.

226. The Estimates of Revenue should include the gross

receipts of the Coloni.ul. Government, other than repayments
of advances, proceeds of loans appropriated by law for

special works or of sales of investments, deposits or re-

mittances. They should include all fees, dues, fines and

rents payable into the Colonial Treasury, any amounts
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payable to officers in respect of such receipts being pro-
vided for in the estimates of expenditure under the sub-

divisions entitled
" Personal Emoluments.'

7

227. The revenue should be arranged under compre-
hensive heads. It falls naturally into four broad classes :

(1) Duties, taxes, licences, &c.
; (2) Receipts for, or in aid

of, specific Government services such as fees or hospital

receipts ; (3) Receipts on account of undertakings of a

commercial character such as the Post Office, or Govern-
ment railways ; and (4) Revenue from Government pro-

perty, such as land, houses, and investments. It will be

convenient to have several heads for each of these classes,

but care should be taken that no head comprises items

coming under different classes, and that revenue derived

from taxation is easily distinguishable from revenue not so

derived.

228. Stamp Duties should not form a separate head.

Ifthe same description of stamp is sold for different revenue

purposes, and there is thus no means of distinguishing the

use to which the stamp is put, the total receipts from such

stamps should be provided for under a separate sub-head
"
Stamp Duties (various revenue services)

"
under the

head for licenses, or that for payments for specific services,

according to the nature of the bulk of the receipts.
229. .The proceeds of the sale of government lands and

premiums on leases should be kept distinct in the Estimates

from the total revenue from other sources.

230. In Colonies where a temporary deficit is to be

met by a loan from Imperial funds, the estimate of the

amount to be so received should appear under a separate
head following and distinct from the total receipts from
other sources

;
and any anticipated repayments of such

loans should appear under a separate head of expenditure,

following and distinct from the total of other expenditure.
If the Colony is receiving a grant from Imperial funds to

meet certain specific expenditure, the estimate of the grant

should, in like manner, be shown under a distinct head,
and the expenditure in respect of which it is made should

be shown also, if possible, under a separate head below the

total ordinal-}' expenditure of the Colony.
231. There should be no head for

" Arrears of Revenue."

Interest received on arrears of revenue should be brought
to account under the same head as the revenue on which

the arrears accrued.
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232. The Estimates of Expenditure should be framed
so as to show as nearly as possible the amounts which it

is expected will actually be spent during the year. No
deductions will be made from the total of the Estimates,
or of any head, on account of probable savings on salaries

owing to the absence of officers on leave, or on account of

any general presumption that the expenditure will be kept
within the Estimate.

233. Each head of department is responsible that all

services that can be reasonably foreseen are included in

his departmental estimate and that no unauthorised increase

of salary is inserted therein.

234. Under the heading for each department there will

be two sub -divisions "Personal Emoluments" and
t; Other Charges."

235. All items whatsoever of personal emoluments to

public officers will appear under " Personal Emoluments,"
which will, therefore, include (besides salaries) personal,

duty, entertainment and house allowances, allowances in

lieu of quarters fuel and light, clothing allowances paid in

money, fees and percentages or commissions. Each
allowance will be described in a separate line, and not

included with the salary, but the whole ol the personal
emoluments of each officer in respect of each department
will be shown together. Pensionable offices should be

distinguished from those not pensionable by a star or other

indication.

236. Where salaries are increased by regular increments,
the minimum and maximum salaries, with the increment,
should be stated within brackets, the amount payable within

the year being inserted in the estimate.

237. Where an officer receives emoluments under more

than one head the fact will be indicated by cross references

or explanatory footnotes. Any pension or compensation

allowance, or other emolument in respect of public service,

including the provision of an official residence, will be

similarly shown.
238. Allowances made in reimbursement of public

expenses, such as horse, forage, hammock or chair Allow-

ances, travel ling allowances, and allowances for office or

clerical expenses will, however, be placed under " Other

Charges."
239. The sub-division

" Other Charges
"

will include



56

all services other than personal emoluments which can be

properly apportioned to the particular department.
240. Every head of expenditure will include, as far as

possible, all the items relating to the particular department,
so as to show clearly the total estimated cost of that de-

partment during the year. Where, however, services of a

general character cannot be divided and charged to different

departments, they will be provided for in separate subheads

under the head " Miscellaneous."

241. Each head of expenditure will be divided into such

subheads as may be decided in the case of each Colony.
The total Personal Emoluments of each department will

make up one subhead and small items under " Other

Charges
"
not of a distinctive character may be grouped

under a subhead of " Incidental Expenses." [terns not so

grouped will be shown as separate subheads.

242. No items of receipt or expenditure will be included

under the head " Miscellaneous
"
which can appropriately

be placed under any other head, and, if necessary, new
subheads will be opened for any such items.

243. Provision under general heads of expenditure such

as
"
Transport

"
should be made for such expenditure only

as cannot accurately be apportioned to any particular

departments.
244. No head should be allotted to " Rent

"
or

" Taxes
"

in the estimate of expenditure, as all payments
for offices, houses, or allowances for quarters will be

provided for in the votes for the particular departments
concerned.

245. No provision is to be made for
" Unforeseen Ex-

penditure
"

;
and any item foi

u
Contingencies

"
or for

u Miscellaneous
"
under the head " Miscellaneous

"
should

be strictly confined to petty and casual charges which are

foreseen but which are too unimportant to be provided
for separately.

246. New heads or subheads should be opened for items

of receipt or expenditure not properly falling within any
of those already appearing in the Estimates.

247. The Governor is not authorised to make any
addition to the fixed establishment of the Colony, or to

alter the appropriation of the established salaries of any
public department, either as regards the number of

appointments or the rates of salary and emoluments,
without the previous sanction of the Secretary of State.
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248. The total estimated expenditure of the year should
not be allowed to exceed the total estimated revenue,
exclusive of land sales, except where such excess is caused

by provision for extraordinary public works to be met out
of surplus balances. In case of tin excess a footnote should

explain in what manner it is to be met, and in the

Appropriation Law the expenditure for the year should be
made a charge on the revenue of the year

" and other
funds of the Colony."

249. The estimates of the charges of Public Debt should
be arranged in the chronological order of the loans pro-
vided for. In Colonies where there are government rail-

ways, telegraphs, or other large revenue-yielding under-

takings, the first cost of which has been defrayed by a

loan, the annual charges for interest and sinking fund

should, -if it can conveniently be done, be so set out as to

show the annual charge in respect of each such under-

taking.
250. There will be two heads for public works in

addition to that for the establishment of the Public Works
Department. All annually recurrent services will be

placed under the first of these heads : other works to be

paid for out of general revenue or surplus balances under
the second. The three heads of expenditure administered

by the Public Works Department (" Public W^orks De-

partment,"
" Public Works Annually Recurrent," and

" Public Works Extraordinary ") should be arranged
consecutively in the Estimates and Abstract.

251. In the case of works not annually recurrent which
will extend over more than one year, there should be

shown not only the estimate for the year, but also the

original estimate for the whole work, the revised estimate

(if any), the total amount actually expended so far as

accounts are complete, and the total amount likely to have

been expended on the work up to the beginning of the

year of estimate.

252. Where the cost of any public works is to be met

by loan, and it is anticipated that the loan funds will be

available within the year of estimate, the anticipated

expenditure on such works will not appear in the body
of the estimates

;
but a full statement of such expendi-

ture, containing the particulars mentioned in the preceding

regulation and including a schedule showing the salaries

of any staff specially engaged, should be appended to the
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general Estimates
; and, unless the Law raising the loan

specifically authorises the execution of the particular
works contemplated, the amount to be expended upon
each must be sanctioned by the Legislature. If the loan

funds are not immediately available and the expenditure
is to be met out of current revenue or surplus balances,

and to be repaid in a subsequent year when the contem-

plated loan has been raised, provision must be made in the

Estimates under a separate head of expenditure following
and distinct from the total of other expenditure. The

charge will be brought to account accordingly, pending
reimbursement. Such expenditure will not be charged as

an advance nor appear as an asset in the balance sheet.

253. The Estimates should be accompanied by
explanations respecting every item of an unusual nature

therein comprised and of the difference under each item

between the proposed expenditure or anticipated revenue,
and the approved estimate for the preceding year, as shown
in the parallel columns. Six copies of the Estimates

should be sent to the Secretary of State or, where they are

not printed, two copies at least.

254. The Estimates should be accompanied by the

statement ot the assets and liabilities of the Colony at the

close of the last completed year of account, and a

statement, partly estimated, ol the assets and liabilities

at the beginning of the year of estimate.

255. The Appropriation Law will not include sums

already provided by Law, but only such sums as require
to be voted by the Legislature for the service of the year,
and will appropriate these sums under each head of

expenditure in the Estimates. In cases of expenditure in

excess o these sums, only the net excess on each head
will require supplementary appropriation, but Appropria-
tion Accounts, showing the excesses and savings on each

sub-head of the Estimates, should be laid before the

Legislature and the Secretary of State with the supple-

mentary Appropriation Bill.

256. When the annual estimates have been passed by
the Legislature, and the appropriation law allowed by
His Majesty, the expenditure of the year must be held to

be definitely limited and arranged. Should any further

disbursements on account of the service of that year be

required, which could not have been foreseen, cannot be

postponed without detriment to the public service, and
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cannot be met out of savings under the proper sub-head
of the Estimates, the Governor will at the earliest

opportunity and, it' possible, before any expenditure, is

incurred, submit to the Legislature a supplementary
estimate of the expenditure so required, obtain a vote of
the amount, and report it to the Secretary of State for

approval. If such further expenditure should cause an
excess on the appropriation voted under any head of the

Estimates, the amount of such excess should be ultimately
covered by a supplementary appropriation law.

257. The Governor will not propose to the Legislature
the execution of any important public work for which
he has not obtained the previous sanction of the Secretary
of State. In applying for such sanction he should send

the plans, estimates and specifications, and an explanation
of the grounds on which the work is recommended.

258. The sanction of the Secretary of State having been

obtained
,
the Governor will lay before the Legislature,

with the general Estimates in which provision is made for

the work, the plans, estimates and specifications relating

thereto, with any other information which he may consider

necessary ;
and when the Legislature has voted the funds

required, the Governor may proceed with the work
without waiting for further authority.

259. Special cases of pressing emergency may arise in

which it is impossible to obtain the previous requisite
sanction of the Secretary of State for a proposed work.

In such a case the Governor will submit to the Legislature
the necessary plans, estimates and specifications, and,

having obtained their approval, will report to the

Secretary of State by the earliest opportunity on the

necessity of any expenditure which he may have incurred.

26. Receipts.

260. All receipts must be vouched for on the form

prescribed by law or regulation.
261. Except when otherwise provided and in cases

when receipts are not required (such as customs duties or

sale of stamps) accounting officers must give receipts from

books of counterfoil forms bearing printed consecutive

numbers, for every sum paid to them. Where such a

check can be obtained the counterfoils should be signed

by the payers and, in cases in which dues are payable by
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adhesive stamps, the stamp must be effectually cancelled

by the receiving officer or the head of his department.
Numbered counterfoil receipt books will be supplied by
the Treasurer, who will be responsible for their custody,
and to whom the counterfoils will be returned when the

receipt forms are exhausted. Counterfoil books should

not be cut or divided.

262. All licenses, permits, certificates, passage orders

and other documents for which payments are made will

be issued from counterfoil books printed with consecutive

numbers.
263. Court fees, licenses and similar receipts should be

collected by means of stamps whenever practicable. In

such cases the stamps will be affixed by the persons

paying in such revenue and effectually cancelled by the

proper officer. The cancellation should whenever possible
be performed by an officer other than the officer employed
to sell the stamps.

264. All officers, other than the Treasurer and the sub-

accountants, who receive in their public capacity any
duties, taxes, licenses, fees, rents or other money forming
a portion of the colonial revenue, are required to pay the

whole amount of such money, daily or at the earliest

possible opportunity, either into the bank to the credit of

the Colonial Treasurer, or into the Treasury, or to the

sub-accountant for the district.

265. In all cases the gross amounts due must be

collected and paid into, or accounted for to, the Treasury.
No abatements or counter-claims are to be admitted except
in respect of commission to auctioneers, which will be

dealt with by deduction from the amounts realised by
sales by auction, the net proceeds only being brought to

credit. Any other charges upon the revenue, such as

percentages on collection or postage and money order

commissions, will require authority, and should appear as

expenditure, supported by proper vouchers.

266. Between the time of receipt and the time of

payment into the bank, Treasury, or Sub-Treasury, no

public money shall be made use of in any way whatsoever
;

nor will any officer advance, lend or exchange any sum
for which he is answerable to the Government.

267. Bills of exchange, cheques or promissory notes

will not be received as revenue, except under such con-

ditions as, ha\7

ing regard to local circumstances, the
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Governor may prescribe by standing order. When so

authorised, accounting officers, on the receipt of any such

negotiable instrument, will enter the amount thereof in

their cash books as revenue collected, taking credit for the

same when handed over to the Treasurer.

268. All fees received by an officer in his public

capacity, which are specially appropriated, either wholly
or in part, to the remuneration of such officer, and which
form part of his pensionable emoluments, will be dealt

with in the same manner as other receipts of public

money, and the total amount paid into or accounted for to

the Treasury. The amount to which the officer is entitled

will then be issued to him, on a proper voucher, by the

Treasurer. In all cases where any portion of such fees is

receivable by the Government the total sum collected will

be brought to account as revenue, the amount paid to the

officer being charged as expenditure against the proper
head, under " Personal Emoluments." Where the

Government is not entitled to any portion of such fees

and they are not a pensionable emolument, the officer

receiving them will be required to make a monthly report
of their amount for record in the Treasury. The estimated

amounts receivable as fees by any officer should be shown
in footnotes to the annual Estimates.

269. Payments to the Treasury or to sub-accountants

by collectors of revenue will be supported in each case by
such subsidiary detailed schedules or abstracts as the

Treasurer may prescribe, together with a transcript of the

cash book or where possible the cash book itself. In the

latter case the Treasurer or sub-accountant will sign on

the cash book a receipt for the amount taken over, which

will be the full balance shown. He will at the same time

check the cash book, or transcript thereof, by the

counterfoils of the receipt given by the collector, and no

collector will be paid any portion of his salary until he

has accounted for all money received by him.

270. Whenever a public officer not being a regular

collector of revenue comes into receipt of public money,
he will pay it to the Treasurer or the nearest sub-

accountant without delay, obtaining a receipt for the

amount so paid in.

271. Should an accounting officer at any time ex-

perience difficulty in collecting money due from public

32231r F
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officers or others, he will at once report the circumstances

officially.

272. In every case in which an accounting officer shall

fail to obtain the regular and punctual payment of public

money receivable by him, his salary may be surcharged
with the amount due, unless and until he shall show that

the failure was occasioned by a cause beyond his control
;

and if, when such a surcharge is made, the amount in

default be not ascertainable from the vouchers and accounts

furnished, the salary of the officer will not be paid until

he has furnished to the Treasurer a satisfactory state-

ment of the amount due.

273. In case it shall appear, at any time, that the public
revenue has sustained a loss by reason of the neglect or

wilful fault of any head of a department or other account-

ing officer, he will be surcharged with the amount and
the circumstances reported to the Governor.

274. The Treasurer will report immediately to the

Colonial Secretary whenever any sum receivable appears
not to have been duly received by an accounting officer,

or accounted for by him. He will also report any case in

which he may have reason to think that the revenue is

falling unduly into arrear. The Auditor will similarly

report in like circumstances.

275. All officers charged with the supervision of the

collection of revenue will furnish the Auditor with

periodical returns showing the state of the arrears in the

collection of taxes or any other revenue receivable by
them. In the event of there being no such arrears a nil

return will be furnished.

276. In the case of irrecoverable arrears of revenue,

except where other authority is by law established, the

authority of the Secretary of State is required for any
general cancellation of claims prior to a given date.

277. In cases of arrears due by particular individuals,
in which the necessity or justification for writing them
off depends upon local circumstances, and when no ques-
tion is involved either of large amount, of important or

novel principle, or of the negligence of an accounting
officer, the Colonial Secretary or other officer appointed by
law to deal with such claims will from time to time furnish

to the Auditor a list of cases in which it has been decided

to write off such arrears, with the reason for so doing
entered against each case. Unless the Auditor sees cause
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to challenge the decision in any case, this list will be

accepted as a valid discharge for the accounting officer in

respect of the non-collection of any amount specified
thereon.

27. Expenditure.

278. All disbursements of public money in the Colony
will be made by the Treasurer under authority from the

Governor, either personally or by officers acting, by in-

struction, as his sub-accountants. The Treasurer and all

accounting officers will be held personally and pecuniarily

responsible for inaccuracies in the rendering of accounts

and for any payments made, except as prescribed by these

regulations. Disbursements in England will be made by
the Crown Agents, whose accounts will, as soon as received,
be incorporated by the Treasurer in his monthly accounts.

279. Where a bank account is kept, all payments of

not less than 2 (or the equivalent in local currency) will

be made by cheques signed by the Treasurer or by the

authorised sub-accountant, and countersigned by such

other departmental officer as may be appointed by the

Governor to do so. The Governor will, if he sees fit,

appoint a lower or higher limit. The counterfoils of all

cheques will be preserved for reference.

280. Any officer allowing or directing any disbursement

without proper authority will be held personally respon-
sible for the amount.

281. The complete authority requisite for expenditure
out of public funds consists of a vote or enactment of the

legislature and the sanction of the Secretary of State.

The authority thus conveyed is addressed solely to the

Governor, and the Treasurer is strictly prohibited from

making any payments, or accepting any charge on his

accounts (notwithstanding that the services to which they
relate may be duly provided for in the Estimates or

Appropriation Law), unless authorised so to do by

(i.) General Warrant, under the hand of the Governor

or of the Colonial Secretary signing "by
command"

;

(ii.) Special Warrant, or Imprest Warrant ;

(iii.) Requisition, approved by the Governor ;

(iv.) The Secretary of State's approval of expen-

diture incurred by the Crown Agents in

England.
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282. Before the termination of each year a complete
schedule will be prepared by the Treasurer of all public

services, as provided for in the Estimates for the following

year. This schedule will be annexed to the General War-
rant of the Governor, authorising the payment by the

Treasurer monthly, or at such periods as may be necessary

during the year, of the personal emoluments and other

services of a uniform character therein enumerated. This

General Warrant will be prepared in triplicate and copies
filed in the Colonial Secretary's Office, the Treasury and

the Audit Office.

283. Vouchers for all salaries, allowances, and other

services scheduled in the General Warrant will be delivered

duly certified by the heads of departments, to the Treasurer,

or, in the out stations, to the nearest sub-accountant,
three clear days at least before the last day of public
business in each month. Any vouchers delivered after the

date prescribed will be liable to be held over until the pay
day of the following month. All officers are required to

draw their salaries, allowances or pensions on the day
appointed, and any officer failing to do so will not be

allowed to draw his salary, allowance or pension until the

next pay day, unless he can show that the omission was
unavoidable. Officers whose salaries do not exceed 100
a year may be paid weekly or half-monthly. In the last

month of each financial year the vouchers for salaries,

allowances and pensions should be delivered not later than

the 26th of that month.
284. All travelling, horse and forage allowances are

granted in respect of expenditure actually incurred on the

public service, no part being intended as a personal emolu-
ment to any officer. In the case of horse and forage
allowances, the head of the department will certify on each
claim that a horse has been kept, or sub-vouchers for horse
or carriage hire will be appended where such hire is

approved. The rates of charges which may be paid for

travelling expenses, and the rate of subsistence allowance

payable to an officer for each night that he is absent from
his headquarters on duty, will be fixed for all officers by
the Governor in Council, with the approval of the Secretary
of State.

285. In the event of any unauthorised payment being
made in consequence of an incorrect certificate on a

voucher, the certifying officer will be held responsible for
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the same, and the amount will be charged against him as
an advance recoverable out of any salary or allowance that
may subsequently accrue to his credit.

286. In case of any addition being made to the rates or
amounts of expenditure authorised in the General War-
rant, a special warrant will be necessary before any
further payment can be made for the service affected.

Special warrants will also be required for all payments on
account of services not included in the Estimates, even

though provided by Iaw
3
and for payments in excess of the

amounts so included. Such warrants shall be prepared
and filed in triplicate, as in the case of the General

Warrant, and copies supplied to the same offices.

287. When an officer considers it necessary to provide
for a service for which there is no specific provision in the
General Warrant, he will, as soon as possible and before

incurring the expenditure, submit a requisition in duplicate
stating the whole extent and estimated cost of the service

required, and giving all details, as far as he is able. In
the case of any public works, plans, specifications, tenders
and estimates, as far as practicable, should accompany the

requisition. Separate requisitions will be required for

expenditure under each subhead of service.

288. The head of the department responsible for the
vote to which the expenditure is to be charged will

examine the requisition, fill in from his departmental vote
account the statement of expenditure already incurred or

authorised under the vote, countersign it, and forward it

to the Treasurer (or Colonial Secretary, as may be pre-

scribed) for submission to the Governor.

289. It is the duty of the Treasurer (or Colonial Secre-

tary) on receipt of a requisition to satisfy himself that the

expenditure for which authority is required is sufficiently
"

provided for on the Estimates, or by supplementary vote

or votes, and that it is proposed to be charged against the

proper head and subhead
;
that the particulars given in

the requisition are accurate and sufficient for the guidance
of the Governor in considering the propriety of the ex-

penditure, and that all regulations which may affect the

duty of the officer concerned in respect of the requisition

have been complied with. He will obtain from the officer

any information that may be necessary for the assistance

of the Governor, and will return the requisition for amend-

ment, if incomplete or indefinite. In forwarding the
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requisition, the Treasurer (or Colonial Secretary) will

advise as to the funds available for meeting the proposed

expenditure, having due regard to the whole of the services

which appear likely to be chargeable against the vote in

the course of the year. Both copies of the requisition,
with the Governor's allowance or disallowance noted there-

on, will be returned to the officer from whom it was

received, with the Governor's instructions. If approved
it will be sufficient authority for the expenditure to be

incurred, and one copy will be attached to the account in

which the first charge is made by virtue of such authority.
The other copy will be retained by the officer for record

and reference.

290. Should the expenditure authorised upon any re-

quisition be found insufficient, the head of the department

requiring authority for further expenditure will, so soon

as he foresees the necessity therefor, forward to the

Treasurer (or Colonial Secretary) a supplementary re-

quisition for such further expenditure, drawn up in the

same form as the original requisition, and accompanied
by a memorandum explaining the necessity for the excess.

291. In any exceptional case where it is manifestly for

the benefit of the public service that expenditure should

be immediately incurred, and time does not permit of

authority being obtained in the usual way, an officer may,
on his own responsibility, incur the expenditure ;

but he

will at once forward a requisition as above provided with a

covering memorandum explaining the reasons which in-

duced him to depart from the ordinary course. In every
such case he will be held personally liable for the expendi-
ture in the event of the payment not being finally approved ;

and any items which may appear unnecessary or ex-

travagant will be disallowed and surcharged against him.

292. At the end of each month heads of departments
will call upon persons employed for the supply ofauthorised

services to furnish their accounts on the proper forms.

All claims, supported by particulars, and sub-vouchers if

any, and duly certified by the head of the department,
should be presented by the claimants to the Treasurer or,

in the out-stations, to the nearest sub-accountant, as soon

as possible after the end of the month.

293. Separate vouchers will, as far as possible, be used

for separate subheads and for the payment of different
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services, especially in cases where each service has been

separately authorised.

294. All vouchers will contain full particulars of each

service, such as dates, numbers, quantities, distances and
rates, so as to enable them to be checked without reference
to any other document.

295. The signature of the head of a department certifies

to the accuracy of every detail on the voucher. He will

therefore be held responsible that the services specified
have been duly performed, that the prices charged are

either according to contracts or approved scales, or fair

and reasonable according to current local rates, that

authority has been obtained as quoted, that the computa-
tions and castings have been verified and are arithmetically

correct, and that the persons named in the vouchers are

those entitled to receive payment.
296. When supplies are furnished or work done under

agreement or contract, there will be attached to the voucher
a certificate that the payments are in accordance with the

terms of the contract or agreement, that, as regards

supplies, the articles have been received and duly brought
on charge in the proper Stores Ledger and, in the case of

work, that it has been properly done. In the case of a

payment on account no more will be claimed than the cost

of the work certified to have been performed. When a

deduction is made from the amount payable on a contract

in respect of a penalty or fine, the net sum only will be

paid.

297. In cases where public officers present claims -for

small payments made by them, sub-vouchers, in the shape
of actual receipts, must be produced whenever practicable.

When sub-vouchers cannot be obtained the officer will

certify that the charges have been incurred solely upon the

public service and actually paid by him.

298. Wages may be paid weekly or fortnightly where

so prescribed by regulation. Payment will whenever

possible be made by an officer of the Treasury and

witnessed by another public officer or other responsible

person approved by the Treasurer, who will sign the

sheets as witness to the payments having been n\ade to the

persons entitled to the money. In no case should money
be paid to unofficial persons for distribution in wages.
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299. The Treasurer, before paying any claim, will satisfy
himself that

(i.) The payment will not cause an excess on the

amount provided on the Estimates, or by

supplementary vote or votes, for the subhead

to which it is chargeable ;

(ii.) The expenditure has been authorised by warrant

or approved requisition, as quoted on the

voucher
;

(iii.) The certificate is signed by the proper officer,

and that any voucher for salaries, allowances,
and other services paid under General Warrant
is duly certified by the head of the depart-
ment

;

(iv.) All proper deductions from salaries or pensions
on account of contributions, repayment of

advances, family remittances or other liabilities

have been duly made by the department con-

cerned.

Sub-accountants making payments for the Treasurer

will similarly satisfy themselves in regard to these points
so far as they are in a position to do so.

300. Payment will be made only to the persons named
in the vouchers, or their legal representatives, from whom
signed receipts (duly stamped, where necessary) must be
taken at the time of payment. Where the recipient is

unable to write, he will make his mark in acknowledgment
of receipt, the act being witnessed and the receipt counter-

signed by some person other than the paying officer.

When payments are made to persons other than those

named in the vouchers or to the agents of officers absent

on leave, the authorities under which they are made

(such as powers of attorney, and letters of administration),
shall be registered in the Treasury and notified on the

vouchers, except where the law permits of a declaration

being substituted for letters of administration in cases of

succession to small estates. In the case of an officer absent

on leave, the amount of whose sal try is paid to his agent,
a certificate that the officer was alive on the date to which

salary is claimed must be furnished to the Treasurer and
attached to the payment voucher. When an alteration

occurs in the amount expressed to be received, the initials

of the recipient should be written against such alteration.

A receipt given by an officer for money paid to him by
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way of imprest, or in adjustment of an account where he
derives no personal benefit therefrom, is not, unless specially

required by local law, chargeable with stamp duty. Pay-
ments of subsistence and other allowances in reimbursement
of expenses actually incurred are likewise exempt.

28. Classification and Control.

301. The Estimates, when approved by the Legislature
and the Secretary of State, form the basis of the accounts

of the year to which they relate, and the classification and
sub-division of the accounts of revenue and expenditure
must accord with the detail of the Estimates

; but, if the

latter are wrongly arranged or misleading, the facts should

be noted by the head of the department concerned and

reported to the Colonial Secretary with a view to their

alteration in subsequent years.
302. It is the duty of heads of departments to watch

the expenditure of their departments with reference to

the amounts provided for them in the Colonial Estimates,
and to report at once to the Colonial Secretary whenever it

may appear that the amounts provided will prove insuffi-

cient for the service of the year. Whenever the Treasurer

makes any charge against a vote by transfer from the

Crown Agents' account or the account of another depart-

ment, he will immediately notify the head of the department

responsible for the vote, who will post his vote account

accordingly.
303. If charges are made against a head, which, although

apparently chargeable to that head, do not clearly come

within the meaning of any of the subheads, they should be

brought by the Treasurer under the notice of the head of

the department concerned and of the Colonial Secretary,

with a view to the insertion of an additional subhead

in the account.

304. The authority of the Secretary of State will be

required for defraying any excess of expenditure beyond
the amount provided under any subhead out of savings on

another subhead
; and, if the total provision for the head

is exceeded, supplementary legislative authority will also

be required. The Secretary of State's authority is also

required for all rates and scales of personal remuneration,

and for any special expenditure.
305. The authority for expenditure conveyed by an
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Appropriation Law lapses at the end of the financial year
to which it relates, and if further expenditure is necessary
for the completion of any service it must be provided
for in the Estimates or Supplementary Estimates of the

year in which the sum will actually be expended. The

authority conveyed by warrants and requisitions similarly

lapses on the last day of the financial year in which they
are issued and no payments may be made after that date,

except under the authority of warrants or requisitions
issued for the service of the ensuing financial year.

306. The date of payment governs the date of the

record of the charge in the accounts. In 110 circum-

stances may payments be made before they are due for the

purpose of utilising an anticipated saving on a subhead,
nor may the unexpended portion of any subhead be
drawn from the Treasury for the purpose of setting it in

reserve to meet impending payments, or be carried to a

deposit or suspense account. On the other hand, ex-

penditure properly chargeable to the account of a given
year must, as far as possible, be met within the year, and
must not be deferred for the purpose of avoiding an excess

on the amount provided in the Estimates.

307. Where any officer, department or board administers

on behalf of the Government any commercial or industrial

enterprise, or any service involving receipts and payments,
the whole of such receipts and payments shall be accounted
for to the Treasurer, and their total amount exhibited in

his monthly and annual accounts
;
and the estimates of

the department will be prepared accordingly. Where a

strict observance of this regulation is considered impracti-
cable it may be relaxed with the previous sanction of the

Secretary of State.

308. When a personal advance in anticipation of salary
is allowed, it will be debited as an advance to the recipient
and not to the vote for his salary. Any advance made
to an officer is to be notified by the Treasurer to the head
of his department, who will take care that proper
arrangements are made for repayment and that no salary
is subsequently paid unless such arrangements have been
made and are complied with.

309. The purchase and sale of securities will be

included in the accounts " below the line," that is to say,

following after and distinct from the entries relating to

revenue and to expenditure charged against revenue.
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Amounts realised by the sale of securities will be brouo-ht
to account under Investments Realised and no record of

any profit or loss in relation to the purchase price will
be made except in the case of a sale of investments on
account of surplus balances, when any resulting profit
will be carried to current revenue and any loss charged
to expenditure. In all other cases the difference between
the purchase and sale prices will be left in or borne by
the balance of the fund in respect of which the investment
was made.

310. Any necessary expenditure on services of a

confidential nature, the purpose and particulars of which
cannot be divulged, will be specially reported to the

Secretary of State and will be supported in the accounts

by the Governor's certificate of payment and declaration

that he has satisfied himself that the money has been

properly expended.
oil. The authority of the Secretary of State is required

for writing off any loss of public money and, subject to

the provisions of these regulations, of any amount which
has appeared as an asset in previous accounts.

29. Remittances.

312. All payments due by a Colonial government to

other governments, or to public departments or other

creditors in the United Kingdom, should be made through
the Crown Agents for the Colonies.

313. The Crown Agents will keep themselves con-

tinuously in funds by arranging to draw when necessary
on the Colonial Treasurer, whose duty it is to watch

the account of the Colony with the Grown Agents, to

be prepared to meet their drafts, and to notify them in

good time if local circumstances make it necessary to

arrange for temporary accommodation in aid of the

Government's account with them.

314. The maximum cash balance which may be

retained by sub-accountants will be calculated upon their

average current requirements and fixed by authority of the

Governor, and the Treasurer will keep such balances up
to their authorised limits.

315. Remittances to public creditors other than those

made through the Crown Agents will be made only by
the Colonial Secretary, who for such purpose will be
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furnished by the Treasurer with a draft payable to the

order of the creditor concerned.

316. The cost of remittance of salaries or pensions not

drawn through an agent of the Colony will be deducted
from the amount remitted.

317. A public officer will be allowed to remit by drafts

on the Crown Agents for the Colonies, in equal monthly
or quarterly instalments, annual amounts, not exceeding
half his salary in any one year, for the support of members
of his family or for the payment of life insurance

premiums, but for no other purpose.

318. All applications for family remittances must be

made through the head of the department to the Colonial

Secretary, who will furnish to the Treasurer a list of

the authorised family remittances and will notify him of

any amendments to it.

319. If it is necessary for any officer other than a sub-

accountant to have at his disposal, for disbursement on
the public service, money for which vouchers cannot be

presented direct to the Treasurer or a sub-accountant for

payment, he will receive an imprest of such amount as the

Governor may sanction.

320. The Governor's sanction will be conveyed by
Imprest Warrant, and the Treasurer will be held re-

sponsible that no imprest is made without such warrant,
and also for seeing that all imprests are duly accounted
for in accordance with the terms of the warrant covering
them. The Governor may give a general Imprest
Warrant to the Treasurer authorising him to make

imprests, as may be necessary, for any regularly recurrent

service.

321. Imprests are not to be charged in the accounts as

final expenditure, the actual payments only, out of such

imprests, being so charged. Cash payments made by the

Treasurer or his sub-accountants by way of imprest will

be entered in the cash-book and totalled with the rest of

the payments in balancing it. Imprests will not be

treated by the Treasurer as "Advances" or " Remit-
tances

"
but will be accounted for, below the line, under a

separate head "
Imprests." The imprests and the amounts

of the authorised payments accounted for will be posted
to a personal imprest account of the officer concerned,
which will be kept in a special Imprest Ledger.
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30. Custody of Public Money and Stores.

322. The Governor may, with the approval of the

Secretary of State, avail himself of the services of any
banks in the Colony for the custody of public money
either on current account or on deposit. He will be

responsible for seeing that effect is given to any instruc-
tions from the Secretary of State for limiting the amount
of public money that may be at any one time in the

custody of a bank. He will communicate such instructions

to the Treasurer, who will be responsible to him for their

strict observance, and also to the Auditor, whose duty it

will be to report at once to the Governor for the informa-

tion of the Secretary of State, if he should find that the

prescribed limit has been exceeded.

323. The Governor will take care that a secure fireproof
vault or safe is provided for the custody of money not in

the charge of a bank. The door of such vault or safe will

be furnished with three different locks, the keys of which
will be kept in the personal charge of the Treasurer and
such two other principal officers of the Government as the

Governor may appoint.
324. The Colonial Treasurer will keep in his own

immediate charge such sums of money only as may be

necessary to meet the current disbursements of his

department, not exceeding a certain fixed maximum.
325. The strong vault will on no occasion be opened,

nor will any money be deposited therein or withdrawn

therefrom, except by the three officers entrusted with the

keeping of the separate keys,, and on every such occasion

they will sign a joint record of every sum deposited,
which record will be retained by the Treasurer.

326. The Treasurer will sign receipts in duplicate for

every amount re-issued to him, which receipts will be

delivered to the other officers in charge of the keys of the

vault.

327. All cash received by public officers will be

deposited as soon as possible in the safe or vault provided
for the purpose, or paid into a bank. Negligence in this

respect will throw the entire responsibility for any loss

upon the officer concerned. No public officer shall keep
or allow to be kept in any Government safe under his

charge any money except public money or such as by
virtue of his office he is bound to receive and account for.
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328. Where public money is deposited in a bank, the

Treasurer and the sub-accountants so instructed will pay
into the bank, at the close of business on each day, all

public money received by them up to that time. Private

money will in no circumstances be included in a public

banking account.

329. The Treasurer's bank account must not be over-

drawn, nor any temporary advance obtained from the

bank, without the special sanction in writing of the

Governor.

330. The main stock of stamps, both postage and

revenue, will be kept in the safe or vault appointed for

that purpose. A stock book will be kept, in which will

be entered under each denomination, the number and

value of stamps received and issued
;
and this book, on

each occasion of either a receipt or issue, will be initialled

by the Treasurer and by any other officer appointed to

have joint charge of stamps with him. Stamps will be

issued on requisition and a receipt taken from the officer

to whom they are issued.

331. Boards of Survey, to be held on the last business

day of each year, will be appointed by the Governor to

examine the Treasury cash, bank balances and stamps,
both at head quarters and as far as practicable at the out-

stations. Boards will also be appointed from time to time

to hold surprise surveys of the cash and stamps in the

custody of the Treasurer and his sub-accountants.

332. Officers entrusted with the receipt, custody or dis-

bursement of public money are required to give security,
in accordance with the local law and regulations, for the

faithful discharge of their duty. In every case of default

the liability of sureties must be enforced.

333. An officer appointed to act for another officer on
leave will be required by the Governor to give the same

security as that required to be given by the officer for

whom he acts.

31. Accounts and Bookkeeping.

334. Every entry in the accounts will be supported by
a voucher containing full particulars of the item or items

to which it relates.

335. The Treasurer will keep in his Office the fol-

lowing principal books of account : Cash Book, Daily
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Abstract, Journal, Ledger, and Monthly Abstract
; together

with such subsidiary books as may be necessary.
336. In the Cash Book will be entered all cash trans-

actions as they occur. The entries will be numbered

consecutively, on each side of the book, in the order of

the receipts or payments and corresponding numbers will

be affixed to the supporting vouchers. The Cash Book
will be balanced at the close of each day, and the
balance shown compared with the cash in hand. If the

balances do not agree, the discrepancy will forthwith be

investigated by the Treasurer. If they agree, a certificate

will be filled in by the officer in charge of the Cash Book,

showing the opening cash and bank balances, the receipts
and payments for the day and the closing balances. This

certificate will be countersigned by the Treasurer and sent

to the Colonial Secretary next morning, or as often as may
be prescribed by the Governor.

337. Every sub-accountant will keep a cash book, in

which he will enter all sums of money received or paid by
him as a public officer, for whatever service, whether they
form a part of the colonial revenue or not. He will

balance his cash book weekly at least and check the balance

with the money in his hands. Officers having large
financial responsibility will be required to balance their

cash books daily.

338. Every sub-accountant will send his cash book or

a certified transcript or summary of it to the Treasurer

immediately after the close of each month, accompanied

by the necessary supporting vouchers.

339. When the various cash books, or the transcripts

or summaries thereof, are received in the Treasury, they
will be checked with the supporting vouchers, and any
items insufficiently accounted for will be disallowed.

Amounts so disallowed will remain with the balance of

the account as a charge against the sub-accountant and, if

not in due time properly vouched and justified, must be

either recovered from such officer as the Governor may
hold responsible or provided for by proper authority.

340. The Daily Abstract will be posted by an officer or

officers other than, the officer in charge of the Treasury
Cash Book, when the Treasury staff permits of this

arrangement. The posting will be done every morning
from the vouchers put in on the previous day, checked by
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comparison with the Cash Book and tested by the

Treasurer.

341. The accounts of the various sub-accountants and
of the Crown Agents will be abstracted as soon as they
are received below the record of the transactions of the

Treasurer for the period to which they relate.

342. In the Journal will be entered, from day to day,
all adjustments authorised to be made between the various

ledger accounts
;
and also, at the close of each month, any

adjustments appearing in the accounts rendered by
sub-accountants.

343. As soon after the end of each month as the sub-

accountants' accounts have been abstracted the entries in

the Daily Abstract will be totalled, and the totals for each

head of the estimates or Ledger Account be posted into

the Journal. The totals of the other entries which have

been made in the Journal for the month will then be

posted into the Daily Abstract
;
the expenditure credits

(including recoveries of overpayments) will be deducted

from the expenditure, and the revenue debits from the

revenue
;
and the resulting totals will be entered in the

Monthly Abstract.

344. The Ledger wr
ill be posted monthly from the

Journal. It will contain one account for revenue and
one for expenditure, an account of surplus and deficit,

accounts of loan funds, of advances, deposits, drafts and
remittances and of every fund in the custody of the

Government, and such other accounts as the Governor of

the Colony shall approve. A trial balance of the Ledger
will be made as soon as each month's account has been

posted, and a summary of the balance sheet under its

principal divisions, but excluding the balances of the

accounts of funded debt and sinking funds, will be pub-
lished in the Official Gazette. This summary will form

the statement of the General Assets and Liabilities of the

Colonial Government, and show the excess of Assets over

Liabilities as a balance identical with the balance of the

Surplus and Deficit account.

345 The Surplus and Deficit account will be posted

exclusively from the accounts of revenue and expenditure,
and will accordingly furnish the accurate record of the

balance between them, from month to month and from

year to year.
346. The Monthly Abstract will be posted from the
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totals in the Daily Abstract, as soon as they have been

completed for the month.
347. The Treasurer will keep a subsidiary Journal, in

which will be recorded the details of transfers between
heads and subheads, and of other transactions which
cannot be shown in the principal Journal and Ledger.

348. Every head of a department will keep a Depart-
mental Yote Account in such form as will clearly show
at any time the exact amount of expenditure charged
against the vote or votes for his department, and also the

expenditure authorised to be incurred.

32. Audit.

349. The Treasurer will render his accounts for audit

monthly, in the prescribed form, as soon as possible after

the close of the month to which they relate.

350. The monthly accounts should consist of the under-

mentioned documents :

(#.) An Abstract Account of cash receipts and pay-
ments showing, under the several heads, the

totals of the receipts and payments in the

month and in the then expired period of the

year, together with the balances at the com-

mencement and close of the periods ;

(&.) Schedules of the vouchers, under each head of

receipt and payment, setting out the various

items, arranged according to subheads
;

(c.) Vouchers for all items arranged in the order of

the schedules.

In Colonies in which the accounts are audited direct

from the Treasury books, it will not be necessary to pre-

pare the documents (a.) and
(/>.).

351. Copies of the reports of all Boards of Survey on

the various Treasury Chests will be attached to the

Treasurer's accounts, together with a certificate, signed

by the manager of the bank, of the bank balance on the

last day of the month.

352. As soon as possible after the expiration of each

year, the Treasurer will furnish an Annual Abstract

Account showing the whole of the receipts and payment?
in the year, and the full opening and closing balances.

353. The Annual Abstract Account will be accom-

panied by detailed statements of revenue and expenditure,

32231? G
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showing the amounts actually received or expended during
the year as compared with the estimates under each sub-

head, together with explanations of the differences.

354. With the Annual Account, there will also be fur-

nished the Statement of the Assets and Liabilities of

the Colony at the close of the year, together with the

following documents :

(a.) A statement of Advances and Repayments of

Advances within the year ;

(6.) A statement of Deposits received and repaid
within the year ;

(tf.)
A statement of Investments, showing the amount

of stock held on the last day of the year,

together with the actual cost and the market
value at that date

;

(<:/.)
A statement of the outstanding amount of funded
debt or loans, and of any accumulated sinking
funds.

855. The Auditor is responsible for the audit and

inspection of all public accounts of the Government,
whether such accounts be of general revenue and ex-

penditure, or accounts of special funds, or departmental
accounts.

356. He will satisfy himselfthat the laws of the Colony,
the Colonial Regulations, and the instructions of the

Governor in all matters of finance and account, are strictly

observed, and will bring to the notice of the Governor any
failure in their observance.

357. He will from time to time examine the cash books
and compare the entries with the various receipt and pay-
ment vouchers

;
he will also from time to time examine the

Journal and follow the entries into the Ledger in order to

ascertain that they are correctly and punctually posted.
He will periodically scrutinise the bank pass book

;
and

he will compare the bank balance, as shown in the Ledger
and in the Cash Book, with the actual balance at the bank.

358. He will examine and check the subsidiary books,
and the accounts of the authorised imprests and advances,
and ascertain whether such imprests and advances are

punctually accounted for and repaid. In the event of any
imprest having been made to an officer without special

authorization, before a previous imprest has been accounted

for, he will report the fact to the 'Governor. He will at

once report any unauthorized advance to anv officer or
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account or any other unauthorized disbursement appearing
in the books. In his examination of the deposit accounts
he will ascertain that all deposits Avhich have remained
unclaimed for live years are, in the absence of special
reasons to the contrary, written off to revenue.

359. He will call attention to any apparent neglect in

the collection of arrears of revenue. He will see that

proper records are kept of all rents receivable and that an
efficient system exists for their due collection and for

ensuring that they are regularly brought to account.

360. He will check the counterfoils of receipt books, and
will see that the pages of all such books bear printed con-

secutive numbers and that the books are intact. He will

also satisfy himself that stamps used in payment of revenue

are affixed to the proper documents and have been effec-

tually cancelled in the authorised manner. He will also,

by test examinations of documents filed in previous years,
ascertain that stamps have not been improperly removed
therefrom.

361. He will promptly make such examination of the

customs vouchers as will satisfy him that the duty has

been correctly calculated according to the Customs Law.
In order to satisfy himself that the customs revenue has

been fully collected, he will ascertain that the examination

of ships' manifests with the corresponding revenue vouchers

is regularly and promptly carried out by the Customs

Department, and he will also from time to time make a test

examination of a certain number of examined manifests.

362. He will examine the Customs warehouse books and

will also make occasional test surveys of the contents of

the warehouses. He will satisfy himself by occasional

examination of the contents of packages and comparison
with the invoices, that due precautions are taken to prevent
evasions of the Customs Law.

363. He will examine the Excise vouchers and satisfy

himself that the duty has been correctly computed. He
will also examine the Warehoase and Excise books and

registers, and make occasional surprise surveys of the con-

tents of warehouses and distillery stores.

364. He will examine tax rolls and assessment lists of

rents, rates, land and house taxes, and other direct taxes,

and will, as far as possible, satisfy himself that all persons

liable have been included, that the dues are promptly and

32231r <* 2
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fully collected and that warrants to levy have been issued

when required and duly put into execution.

365. He will satisfy himself as to the due collection of

school, hospital and dispensary fees, and similar revenue
;

and also of the fees, fines and executions leviable by the

Courts of Law.
366. He will examine the monthly accounts of the Post

Office and will satisfy himself that the adjustment of the

accounts with the Post Offices of the United Kingdom
\nd other countries is correctly carried out. He will

examine the accounts of stamps, postal notes, money orders,

post cards, registered envelopes and all stamped forms in

the hands of the various Postmasters, and will ascertain

by the frequent inspection of stocks that the proceeds of

sales are duly brought to account.

367. He will examine the Court accounts and will com-

pare them with the books kept by the Registrars. He
will also examine and compare with the Orders of Court

the accounts of all money under the administration of the

Court.

368. He will examine the accounts of the Government

Savings Bank. In addition to the verification of all

deposits and withdrawals, his examination will include, as

far as possible, the comparison of the bank ledgers with

the pass books of the depositors.. Interest due or paid to

depositors will be checked in detail.

369. He will in all cases refer to the authorities regu-

lating the expenditure provided for in the estimates, and
will see that the expenditure is in accordance therewith.

In the case of expenditure which has not been provided
for in the estimates he will ascertain whether the necessary
funds have been voted by the Legislature, and whether the

expenditure has been duly sanctioned by the Secretary of

State. He will see that in every charge against a head
the money expended has been applied to the purpose or

purposes for which such head was intended to provide, and
that it is charged to the proper sub-head.

370. He will see that all vouchers are properly filled

in, and are accompanied by such certificates, declarations,

authorities, accounts of particulars, or other documents as

may be required. In the case of authorities, certified

copies or extracts may be accepted. He will verify cast-

ings and computations, and will check rates and prices

charged with the approved contracts or other authorities.
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371. He will verify investments quarterly and will seu

that all dividends have been duly brought to account, and
all contributions to sinking funds duly invested.

372. He will once a year, or more often if considered

necessary, and also in all cases of new and temporary
appointments, inspect the securities given by public officers

in respect of pecuniary responsibility attaching to their

offices. He will ascertain that security has been furnished

by every officer required to do so, and he will report to the

Governor any circumstances coming to his notice affecting
the responsibility of any of the sureties, and will also call

attention to any cases where the securities may seem to be

defective, either in amount or otherwise.

373. He will satisfy himself that adequate regulations
exist for the guidance of store accountants.

374. His examination of store accounts will include

test comparisons, at irregular intervals, between the stores

in hand and the balances shown in the storekeepers' books,
and he will satisfy himself that all stores purchased have

been duly brought on charge. He will call attention to

any excessive accumulation of stocks and will take care

that no stores are written off charge without proper

authority. He will also see that when stores are sold the

proceeds are duly brought to account.

375. He will call upon the accounting officer for ex-

planations of the course of any undue delay in the

rendering of accounts, or in furnishing any statements or

returns that he may require, and, if the explanation is not

satisfactory, will report the circumstances to the Governor.

376. If the Auditor finds any irregularity in the books,

cash, stamps or stores, for which the head of a depart-

ment is responsible, he will at once notify the Governor.

Should he find the books of any subordinate officer in an

unsatisfactory state or discover any irregularity, he will

at once notify the head of the department and, if the case

be serious, report the circumstances to the Governor*

377. As soon as possible after the close of the financial

year the Auditor will prepare a report on the revenue

and expenditure of the year, in which he will deal with

the collection of the revenue, the state of the arrears, the

manner in which the accounts of the Colony are kept, the

sufficiency of existing checks against fraud, the nature and

extent of the audit applied, and any special questions

arising out of the accounts.
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378. The Governor will report forthwith for the decision

of the Secretary of State any case in which he has over-

ruled the maintained opinion of the Auditor in any matter

relating to the public accounts.

33. Supplies and Stores.

379. All requisitions from a Colony for stores required
from the United Kingdom, or from countries not being

adjacent to a particular Colony, will be sent direct in

duplicate to the Crown Agents by the Colonial Govern-

ment if the expenditure has been duly sanctioned.

380. Where the expenditure has not been sanctioned the

requisition, accompanied by all necessary explanations, will

be transmitted by the Governor in duplicate to the Secre-

tary of State who, if he sanctions the expenditure, will

give the necessary instructions to the Crown Agents.
381. The Crown Agents, being the agents of the

Colonial Governments, will .comply with all requisitions
sent to them which bear the signature of, or are forwarded

by, the proper officer of the Colonial Government in

question, and they will not refer to the Secretary of State

for instructions unless they have reason to doubt whether
in existing circumstances any particular requisition should

be complied with. The officer concerned will therefore be

held responsible that no requisitions are sent to the Crown

Agents unless the expenditure has been duly sanctioned.

382. Orders will in no case be given directly or through
local agents to firms in this country or on the continent of

Europe, although the names of firms whom the Colonial

Government may for any reason wish to employ may be
mentioned in the body of the requisition forwarded to the

Crown Agents. The Crown Agents will be guided by
the wishes of the Colonial Government unless they have
reason to consider that this course is not in the interest of

the Colony, in which case they will subsequently explain
to the Colonial Government the grounds for their action.

383. Any supplies which may be procured in the Colony
should be obtained by contract after public tender. If

however no tenders are made or the Governor has ground
for belief that the tenders sent in are collusive or un-

reasonable, other arrangements may be made. All tenders
will be submitted to a Board of not less than three persons
appointed by the Governor.
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384. Every officer having in his charge or custody any
articles which are public property will keep an inventory
of the same.

385. Boards of officers, which should not include the

storekeeper of the stores to be surveyed, will be appointed
by the Governor at the end of each year, and at such

other times as may be necessary, to inspect and report

upon Government stores
;
but this will not relieve heads of

departments of their responsibility for satisfying them-
selves by occasional stocktaking that the balances on the

ledger are actually in stock.

386. Articles will only be condemned as unserviceable

on the report of a Board of Survey, except in the case of

minor articles of a perishable nature, where the Governor

may at his discretion dispense with a Board.

387. Unserviceable stores, if sold, will be disposed of

by public auction or by tenders after public advertisement.

If such stores are unsuitable for sale they must be

destroyed.
388. Losses and deficiencies of stores may not in any

case be written off without the authority of the Governor ;

but where such losses are caused by fraud or negligence,
and it is desired to relieve the responsible officer of any

part of his pecuniary liability, the authority of the Secre-

tary of State will also be required.
b89. The Government House, together with its stables,

outbuildings, fences and other appurtenances, will be kept
in substantial repair throughout at the cost of the Colony.
The rooms will be painted and papered (when necessary)

and furnished at the public expense. Plate and table

ornaments to a moderate and reasonable amount, together

with crockery, glass, cutlery, and kitchen utensils will

also be provided at the cost of the Colony. Unless it is

otherwise provided by local law the Governor will pay
5 per cent, per annum on the estimated value of the

furniture in the bed-rooms, kitchens and other rooms not

used for the public reception of company, and of all other

articles provided at the cost of the 'Colony and used by

him, but he will be subject to no charge on account of

the furniture of the public reception rooms or of
jlio

offices used by himself or by his private secretary or Aide-

de-Camp. In the case of Crown Colonies this payment is

to be regarded as a standing charge on the Governor's

salary, and is payable by the officer who draws the salary.
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While the Governor is on half-pay leave he will pay one

half and the officer temporarily administering the Govern-
ment the other half. Should the Government House be

left unoccupied this arrangement will not be affected. In

the event of a vacancy the officer administering the

Government will become liable for the whole amount.

390. For the purpose of arriving at the estimated value

of the furniture and effects on which the Governor is to

pay the percentage, a valuation will be made on the

Governor's assumption of the Government, and annually
thereafter during his tenure of office by such persons as

may be appointed for that purpose by the Executive

Council. Instead, however, of a re-valuation being made
each year, the percentage may be charged on the sum
arrived at by adding the amount of the last valuation,
reduced (by way of allowance for depreciation) by 5 per
cent, for each year since the date of that valuation, to the

value of any subsequent additions similarly reduced by
5 per cent, for each year since they were made.

In valuing new articles the cost of freight and all other

charges incidental to their supply will be included.

391. All furniture and effects supplied at the public

expense will be kept complete, and any article lost or

damaged otherwise than by fair wear and tear during the

occupation of the Government House by any officer will be

made good at his expense.
392. An accurate inventory of all furniture and effects

provided at the public expense will be made and kept by
the Director of Public Works, or other officer designated
for that purpose, who will at least once in every two

years inspect the furniture and effects and prepare a list

of all deficiencies, which the officer responsible will there-

upon make good at his own expense.
" Fair wear and

tear
"
may be held to include breakages or deficiencies of

crockery or similar small or fragile articles, but a reason-

able limit must be placed upon the amount allowed in this

respect, based as far as possible upon the previous practice
in the Colony concerned.

393. Whenever a Governor vacates his Government, a

similar inspection will be made
;
and if the retiring officer

does not cause the deficiencies for which he is responsible
to be made good, the inspecting officer will prepare for

immediate transmission to the Secretary of State a state-

ment of the expenses to be incurred for that purpose



85

The Secretary of State will then take steps to recover

the amount from the officer responsible.
394. The provision made in the estimates for the pur-

chase of furniture and effects for the Government House
will be administered by the Director of Public Works or

other officer designated for the purpose, who will from
time to time receive from the Governor requests for repairs,

replacements and additions.

395. Expenditure on Government House furniture in-

curred in the United Kingdom will only be admitted as a

charge against Colonial Funds when made through the

Crown Agents.

34. Returns.

396. The Treasurer will furnish to the Colonial Secre-

tary, for transmission by the Governor to the Secretary of

State, the following periodical returns :
v

(a) Annually.

(i.) An Abstract Account of the total revenue and

expenditure of the year under each head of

receipt and payment, showing the opening
and closing balances in both the Treasurer's

and Crown Agents' accounts
;

(ii.) Detailed statements of revenue and expenditure,

arranged according to sub-heads, showing the

excess or saving on each sub-head and the net

excess or saving on each head, and showing
also any supplementary votes for expenditure
under any sub-head ;

(iii.) A full statement of the expenditure on works

and other payments chargeable to Loan

Accounts
;

(iv.) A statement of the Assets and Liabilities at the

close of the year ;

(v.) A statement of the public debt of the Colony,

showing the several amounts of the loans

issued and of their respective sinking funds
;

(vi.) A statement of the Investments of the Colonial

Government at the close of the year ;

(vii.) A statement of the receipts, issues, balances in

hand and the assets and liabilities of tin-

Savings Bank showing separately the revenue
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derived from Savings Bank investments, the

interest credited to depositors, and the ex-

penses of the management of the institution.

In the case of Colonies receiving grants in aid from the

Imperial Exchequer, three certified copies of Returns (i),

(ii), (iv), and (v) will be furnished for the year of grant
and for each of the three succeeding years,

(b) Quarterly.

(viii.) A schedule of all charges of an unusual or special

description, or not covered by the appropria-
tion law for the year, incurred during the

previous quarter ;

(ix.) A comparative statement of revenue and expendi-
ture to the close of the previous quarter ;

(x.j A return of all payments amounting to 200
incurred without previous authority from the

Secretary of State.

397. The Colonial Secretary will furnish, for transmis-

sion to the Secretary of State, the following returns :

(i.) Keturns of all appointments to public offices

and changes in the holders of existing offices

and appointments, arising from promotions or

otherwise, during the previous quarter, and of

all alterations made in the salaries and allow-

ances of public offices
;

(ii.) Quarterly returns of all new offices created, and
all additions to salaries and allowances

;

(iii.) Returns of Boards of Survey.

35. Funds derived from Imperial Revenues.

398. Governors are not, without special authority, at

liberty to draw funds before the commencement of a

financial year on the credit of any proposed Parliamentary
Vote for that year.

399. All bills on the credit of a Parliamentary Vote
should be drawn on the Paymaster-General. When the
service is of an ordinary description , they should be drawn
at ten days' sight ;

but in every case of an unusual

character, they should be at thirty days' sight. Salary
bills should be in the form prescribed in Appendix 11,
with the addition of a serial number commencing anew
in each financial year. All other bills should specify the
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service and the particular Parliamentary Vote in respect of

which they are drawn
;
and whenever the service is of an

unusual character the bills should also show the date and

description of the document conveying the authority for

the expenditure.
400. The Secretary of State should he furnished with a

direct advice by the earliest possible mail of every bill that

may be drawn on the credit of the Vote. A duplicate of

the advice should be sent by the first subsequent oppor-

tunity. Salary bills should be advised on the form given
in Appendix 11 (the serial number being added). The
advice of other bills should contain all the particulars

given in the bills themselves.

401. Governors and other officers whose salaries are

specified in the Parliamentary Votes may elect to have
their salaries paid through the medium of agents in this

country, in which case periodical applications for payment
must be made to the Secretary of State.

402. When salaries are specified in the Parliamentary

Votes, income tax will be levied on them. It is, therefore,

the duty of the Governor on all occasions to make the

proper deductions from the amount of the bills which he

may draw on the Paymaster-General, whether on his own
account or for the salaries or allowances of other persons.

403. In cases where total or partial exemption from the

tax is claimed, an affidavit must be made by the claimant

and transmitted with the bill, to the effect that his income

from sources arising within or from the United Kingdom,

including that on account of which the bill is drawn, does

not exceed the limits entitling him to exemption or abate-

ment, distinction being made, if necessary, between earned

and unearned income.



APPENDIX 1.

Regulation 34.

Particulars of the Office of

now vacant in the Colony of

1. Duties of Office, and qualifications required for their per-
formance.

2. Salary of Office.

3. Allowances, quarters and other circumstances affecting the

yalue of the Office.

4. Nature, number and amount of securities required, and
mode of giving them.

5. Whether free passage is provided for the person selected

and his family.
6. Acts, laws or ordinances, making provision respecting any

of the above matters, and especially respecting the

permanency of the emoluments and the particulars of

the security required, with references to the sections
in which such provision is made.

7. Whether house accommodation is available or readily pro-
curable, whether furniture, &c., should be brought
from England, and any other particulars of a like

nature likely to be useful for the information of

candidates.

APPENDIX 2.

Regulation No. 75.

AGREEMENT made this^ day of One.day
and-Thousand Nine Hundred

between of .

in the County of , of the one part, and
the undersigned, ONE OF THE CROWN AGENTS FOR
THE COLONIES, of Whitehall Gardens, London, in the

County of Middlesex, for and on behalf of His Majesty,

of the other part.

WHEREAS hath been paid the sum of

as an advance on account of salary :

Now the said _in consideration of the

premises, doth hereby agree with the undersigned, ONE OF THE
CROWN AGENTS FOR THE COLONIES, that he will repay the said

sum of to the Government of the Colony
in such manner as the Governor of the Colony may see fit to

direct, or should he refuse or neglect to proceed to, or depart thin

life before reaching, the Colony, or relinquish his appointment
before such advance hath been repaid, he or his Executors or

Administrators, will repay to the Government of the Colony, or

to the Crown Agents for the Colonies in London, the said sum
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of or so much thereof as shall then re-
main due.

As WITNESS our hands the Day and Year above written.

Signed by the said. .

1

in the presence of

. ( Signature,

Address.

(.Occupation,

Signed ly

(One of the Crown Agents for the Colonies, as

aforesaid) in the presence of
Sign ature,,

Address,

APPENDIX 3.

Regulation 89.

I HEREBY Certify that

(1.) The Governor, with the advice and consent of the

Executive Council of Government, has granted
to : months' leave of

absence, to commence on the of

and to end on the of on the

ground of [Ill-health, and that the Medical Certificate

was produced, of which a copy is annexed.] [Service.]

[Urgent private affairs.]

(2.) has been in service of the Colony
for years from the date of first arrival, viz.,

the

(3.) In the course of that Service he has been absent on
leave (other than vacation leave and leave without

salary) on several occasions at the dates and for the

terms specified, below, viz. :

1st. For months beginning on
and ending on

2nd. __

3rd. ,

(4.) has notified to the Governor his intention

to apply to the Secretary of State for an extension of

leave and that the Governor has granted him permission
to do so.

(5.) Provision has been made for the due execution of his

office during his absence by
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Years. Months.

1. Total service from date of arrival in the

colony to date of certificate.

2. Deduct total absences since arrival (other
than vacation leave) whether with or

without salary.

3. Period of resident service

4. Maximum amount of leave authorised by
regulations in respect of the above period
of resident service (viz., one-sixth of

resident service plus six months).

5. Leave on half salary already taken since first

arrival in the Colony.

6. Leave now granted (other than vacation

leave).

Signed.
Colonial Secretary.

I HEREBY Certify that.

Full Salary at the rate of .

the as

at the net rate of ,

to

has received

per Annum up to

_and that he is entitled to salary
_a year from the.

rate of .

deducting his contributions to local funds.

Signed-

.inclusive, and thereafter to salary at the

being the net amount due to him after

[The salary of the above-named
in the Colony,

through the Crown Agents for the Colonies.]

Colonial Treasurer.

officer will be drawn

(1) Note. Every Officer proceeding on leave of absence must be furnished
with a duplicate of this certificate which he must produce to the Crown Agents
if required, in order to receive his salary.

(2) Note. On arriving in England, an Officer on leave must report his arrival

by letter to the Colonial Office, mentioning the place of his residence
; and he

must similarly notify any change of residence.

(3) Note. Leave of absence beyond one-sixth of resident service will not be

granted by the Secretary of State except on medical certificate from the Medical
Officer employed by the Colonial Office, or on urgent private affairs, the nature
of which must be stated and must be satisfactory to the Secretary of State.

(1) Note. Any Officer desiring an extension of his leave of absence must, if

in Europe, apply to the Secretary of State for such extension, in sufficient time,
if practicable, to allow of reference to the Colony.

(5) Note. Any Officer desiring to forego a portion of his leave should obtain
the previous permission of the Secretary of State in sufficient time to allow of at
least one clear month's notice being given to the Governor

;
and on his arrival in

the Colony he cannot claim as a right to resume his own appointment before the

expiration of the leave granted to him, but must place himself at the orders of

the Governor.
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APPENDIX 4.

Regulation 121.

AGREEMENT made this^. day of
One thousand nine hundred and between

of .in the

County of of the one part, and the'

undersigned, ONE OF THE CROWN AGENTS FOR THE
COLONIES, of Whitehall Gardens, London, in the County
of Middlesex, for and on behalf of His Majesty of the
other part.

WHEREAS_ _ (hereinafter called the person
selected) hath been duly selected for appointment as
in and will be provided with a passage to that

Colony in the Steamer leaving _on thel_

day of
,
190

Now the person selected, in consideration of the premises, doth

hereby agree that, should he fail to proceed to
,

or, within the period of three years from the date of his arrival in
the Colony, either quit the Colony without leave, or leave the
service of the Government of the Colony, or be dismissed or
removed from his appointment in consequence of misconduct, he
will refund and repay to the Government of the Colony, or to the
Crown Agents for the Colonies in London, the amount paid for

his passage to the Colony, and for the passage of any member or

members of his family.

Provided always, that nothing herein contained shall bind or

oblige the person selected to repay the aforesaid passage money,
if, at the time he shall leave the service of the Government of the

Colony, or quit the Colony, as aforesaid, the Colonial Secretary of

the Government of the Colony, or person acting as such, shall

certify that the person selected is unable, from bodily or mental

infirmity, to continue in the performance of his duty.

WITNESS our Hands the Day and Year above written.

Signed by the said

in the presence of

. { Signature,.

Address,.

Occupation,

Signed by

Sixpenny
Stamp.

i

(One of the Crown Agents for the Colonies, as

aforesaid), in the presence of !

Signature,

Address,
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APPENDIX 5.

Regulation 143.

ions respecting Foreign Orders.

"

1. No subject of Her Majesty shall accept a Foreign Order from the Sovereign
of any foreign country, or wear the insignia thereof, without having previously
obtained Her Majesty's permission to that effect signified by a warrant under
Her Royal Sign Manual.

2. Unless the Foreign Decoration shall have been conferred in consequence of

active and distinguished service, either at sea or in I he field, such permission
will not be given to any subject of Her Majesty, except in the following cases,
if recommended specially by the Secretary of State for Foreign Affairs :

(I.) The Chief of a Complimentary Mission from Her Majesty.
(2.) A Military or Naval Attache on the termination of his appointment.
(3.) Any person, not at the time in the service oC Her Majesty, who has

rendered valuable service to the Sovereign bestowing the Order outside
Her Majesty's dominions, or in an Embassy or Legation of that Sovereign
in this country.

3. The intention of a Foreign Sovereign to confer upon a British subject the

insignia of an Order must be notified to Her Majesty's Principal Secretary of

State for Foreign Affairs, either through the British Minister accredited to the
Court of such Foreign Sovereign, or through his Minister accredited at the
Court of Her Majesty.

4. If the service for which it is proposed to confer the Order has been

performed during war, the notification required by the preceding clause must
be made not later than two years after the exchange of the Ratifications of a

Treaty of Peace.

If the service has been performed in lime of peace, the notification must be
made within two years after the date of such service.

5. After such notification shall have been received, Her Majesty's Principal
Secretary of State for Foreign Affairs shall, if the case comes within the con-
ditions prescribed by the present Regulations, and arises from Naval or military
services before the enemy, refer it to Her Majesty's Principal Secretary of State
for the War Department previously to taking Her Majesty's pleasure thereupon,
in order to ascertain whether there be any objection to Her Majesty's permission
being granted.
A similar reference shall also be made to the Commander-iD -Chief if the appli-

cation relates to an officer in the army, or to the Lords of the Admiralty if it

relates to an officer in the navy.
6. When Her Majesty's Principal Secretary of State for Foreign Affairs shall

have taken the Queen's pleasure on any such application, and shall have obtained
Her Majesty's permission for the person in whose favour it has been made to

accept the Foreign Order and wear the insignia thereof, he shall signify the same
to Her Majesty's Principal Secretary of State for the Home Department, in

order that he may cause the warrant required by Clause 1 to be prepared for the

Royal Sign Manual.
When such warrant shall have been signed by the Queen a notification thereof

shall be inserted in the "
Gazette," stating the service for which the Foreign

Order has been conferred.
7. The warrant signifying Her Majesty's permission may, at the request and

at the expense of the person who has obtained it, be registered in the College
of Arms.

8. Every such warrant as aforesaid shall contain a clause providing that
Her Majesty's licence and permission does not authorise the assumption of

any style, appellation, rank, precedence, or privilege appertaining to a Knight
Bachelor of Her Majesty's realms.

9. When a British subject has received the Royal permission to accept the
decoration of a Foreign Order, he will at any future time be allowed to accept
the decoration of a higher class of the same Order to which he may have become
eligible by increase of rank in the foreign service or in the service of his own
country ;

or any other distinctive mark of honour strictly consequent upon the

acceptance of the original decoration and common to every person upon whom
such decoration is conferred.
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10. The preceding clause shall not be taken to apply to decorations of the

Guelphic Order which were bestowed on British subjects by Her Majesty's

predecessors King George IV. and King William IV., on whose heads the crowns
of Great Britain and Hanover were united.

Decorations so bestowed cannot properly be considered as rewards granted by
a Foreign Sovereign for services rendered according to the purport of Clause
2 of these Regulations. They must be rather considered as personal favount

bestowed on British subjects by British Sovereigns, and as having no refercuco

to services rendered to the Foreign Crown of Hanover.

Foreign Office, June 23, 1898.

Regulations respecting Foreign Medals.

1. Applications for permission to accept and wear Medals which, not being the

decoration of any Foreign Order, are conferred by a Foreign Sovereign on British

subjects in the army or navy, should be addressed to the Commander-in-Chief
or the Lords of the Admiralty, as the case may be, who, if they see fit, may
submit the same for Her Majesty's sanction

; upon obtaining which they may
grant such permission without other formality.

2. Any other British subject, having obtained Her Majesty's permission, is

at liberty to accept and wear a Foreign Medal, not being the Decoration of a

Foreign Order.

3. No permission is necessary for accepting a Foreign Medal, if such Medal is

not to be worn.
SALISBURY.

Foreign Office, August, 1885.

32231
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Appendix 7. (Reg. 150)
12 feet -----

NOTE
The Arms or

Badge ofthe Colony
bo be emHazone

in this space

1 8! Dian

FLAG USED BY GOVERNORS &c WHEN EMBARKEI
IN BOATS OR OTHER VESSEL.

Appendix 8. (He.151)

BRITISH BLUE ENSIGN AND PENDANT FLOWN BY
GOVERNMENT VESSELS.

This Ensign and Pendant are used by all armed vessels which belong
to or are in the service of the Government of a Colony. Such vessels

when not armed fly the -Blue Ensign but no Pendant.
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Subject,
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Subject.



3
^

1P-i



99

APPENDIX II.

Regulations 399 and 4UO.

Amount of Bill (Place and Date.}

Income Tax

At Thirty days after Sight of this, my First of Exchange (Second
and Third of the same tenor and date unpaid), Pay to

or Order the sum of which with
Income Tax, makes the Sum of ,

being the amount of Salary due to
from to

To His Majesty's Paymaster-General, Whitehall, London.

To be sent in duplicate.

I have the honour to report that I have this day drawn on His

Majesty's Paymaster-General at days' sight in favour of

for the sum of which,
with for Income Tax, amounts to the sum
of teing salary due to of

for the quarter ended

I have the honour to be
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INDEX.

A.
REG.

Absence from Colony of suspended Officer

without leave ... ... ... 72

(Leave of). See Leave.
Abstract Account (Annual). Treasurer to furnish ... 352-3
Abstract Book (Daily). See Books of Account.

(Monthly). See Books of Account.
Abstracts of "Estimates, Form of 225
Access to Books, &c. Auditor entitled to- 221

Account (Annual Abstract). Treasurer to furnish ... 352-3

(Crown Agents), Transfers from 302

(Deposit). Duties of Auditor ... 358

Accounting for Fees, Method of ...

Accounting Officer. Neglect to collect money due ... 273

See also Treasurer.

Accounting Officers 217-222
Accounts (Annual). Documents to be furnished ... 354

Appropriation 255

Book-keeping and 334-348

(Court). Duties of Auditor 367

Documents to be attached to 351

Entries to be supported by Vouchers

(Govt. Savings Bank). Duties of Auditor... 368

(Govt. undertakings) 307

(Monthly). Definition of 350

Monthly Audit of

(Post Office). Duties of Auditor 366

(Store). Duties of Auditor ... ... 374

Treasurer's Books 335

Acknowledgments of Receipts
Acquittal of Public Officer on Criminal Charge ... 70

Act. See Law.

Acting Appointments. See Appointments (Acting).
Additional Subheads ...

'
.. 303

Addresses of Officers on Leave to be reported ... ... 94

Administrator, Visits by 156-161
Admiral's Uniform. Gov. may wear, if entitled ... 169
Advances. Duties of Auditors 358
Advances on account of Salary. Grant of 75

Accounting for ... 308
Advice of Bills drawn on credit of Parliamentary Vote 400

Agency (Private). See Officers (Public).
Agents (Crown). See Crown Agents.
Agreement for refund of advance on a,c of salary ... 75

Form of Appx. 2
, -

Passage allces. 121,132
' Form of ... Appx, 4
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REG.
Agreement for refund of Pay drawn in respect of

" Return Leave "
... 122 (b)" Return Sick Leave "

123 (6)
Agreements. Persons engaged under, in West Indies

or Asia for service in West Africa 134

Aide-de-Camp. Appt. to Public Office needs previous
approval 38

Visits by 158-9
Allowances. Payment of 283

Alimentary. Gov. may grant to Sus-

pended Officers ...

*

66
Chair. Ests 238
Clerical Expenses. Ests 238

Clothing. Ests 235

Duty. Ests 235
Gov 106
Native Officers in West Africa ... 135
West African Offices 131

Entertainment. Ests 235
Gov 106
on H.M.'s Ships. Scale of 117

Half Rates 119

European Officers in West Africa. Out of

pocket expenses 131

Forage. Ests 238
Grant of ... 284

Fuel. Ests. ... 235

Hammock. Ests 238

Horse. Ests 238
Grant of 284
Officer on leave 93

House. Ests. 235

Officer on leave ,
... 92

Light, Ests 235

Outfit 121

Passage. European Officers in West Africa 132
Families of .. 132

Regs, applicable to 135

Gov. On appt. ... ... 110

On retirement ... ... Ill

On transference ... 111,112
Scale of 110

Native Officers in West Africa 135

Persons engaged in West Indies

or Asia for service in West
Africa 134

Public Officers and Families ...

On transference 112 & 121

Temporary appts.
See also Expenses (Travelling).

Personal. Ests.

Officers on leave

Quarters. Ests 235

Retiring. See Pensions.
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REG.
Allowances. Subsistence. Grant of 284

Travelling. Ests 238
Grant of 284
Officer on leave 93

See also Emoluments (Personal).
Amounts of family remittances ... ... ... ... 317

Annual Abstract Account. Treas. to furnish ... ... 352-3
Annual Confidential Report. See Officers (Public) and

Officers (Military).

Appeals by holders of Patent Offices against removal... 49

Application of general leave, regs. to European Officers

in West Africa... ... ... ... ... ... 135

Application of general passage regs. to European
Officers in West Africa 135

Application of Regs, as to Ceremonies 136
Nos. 26-135 (Chapter II.) ... 25
Nos. 84-102 (Chapter II.) . . . 83
Nos. 137-170 (Chapter III.) ... 136

Nos. 172-215 (Chapter IV.) ,.'. 171
Nos. 188-189-190 (Chapter IV.) 171
Nos. 217-403 (Chapter V.) ... 216

Application to Colonies of Merchant Shipping Acts ... 202

Applications for family remittances 318

Appointments 26-39

Authority for

Boards of Survey. Cash and stamps... 331
Govt. stores ... 385

Executive Councillors 22,23
Gov. Salary arrangts 108

Gov.'s powers limited to residents in

Colony 32
. Gov.'s Private Staff to public offices ...

Judges of Supreme Court

Legislative Councillors 17

Public Officers ... 13

See also Officers (Public).
- Scope of Regs, as to 26

Tenure of 27,50
by letter signed by Gov.... ... ... 28

Appointments (Acting). Disposal of fees of .... ... 78

Remuneration of 76,77
Salary, Effect of confirma-

tion in ... 79
Salutes to which entitled ... 145

Visits by officers holding ... 160

Appointments (Temporary). Passage Allowances

Travelling Expenses ... 113

Appropriation Accounts ... ... ... ... ... 255
Law 255

Expr. in excess of Revenue ... 248

Lapses at end of year ... ... 305

(Supplementary) 256

Army (Annual) Act. " General Orders
"
promulgating 7

Arrears of Revenue. Authority for writing off ... 276-7
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KEG.
Arrears of Revenue. Duties of Auditor 359,364

Returns of, to be furnished to

Auditor 275
to be reported to Col. Sec. ... 274

Arrears of Revenue and interest thereon. Treatment
in Ests 231

Asia. Persons engaged in, for service in West Africa.

Conditions of service ... ... ... ... ... 134
Assemblies and Councils 14-24
Assemblies (Representative). Gov. to convoke,

prorogue and dissolve, in the King's name ... 13

Assembly (Houses of). Salutes at opening or closing of 14G
Assent (Governor's). Colonial Laws 182

Law to operate from date of ...

Power to grant or withhold ... 13

Assessment Lists. Duties of Auditor 364
Assets and Liabilities. Statement of, to accompany

Estimates and Annual Account 254, 354
Publication of monthly state-

ments in Gazette 344
Attendance (Medical). Rules to be observed by West

African Officers on leave in the U.K. ... ... 130

Auctioneer. Commission to 265

Audit 349-378

Treas. to render accounts monthly to 349

See also Auditor (duties of).

Auditor. Access to Books, &c 221

Duties of 355-377

Duties in connection with Advances 358

Arrears of Revenue ... 359,364
Assessment Lists 364

, Bank Pass Books 357

Cash Books ... 357

Contracts ... 370
. Counterfoil Receipt Books...

: Court Accounts ... ^367
Customs Revenue ... 361-2

Customs Warehouse Books 362

Delaysin presentingAccounts

Deposit Accounts . . .

. Dividends 371

Ests

Excise Revenue
. Executions 365

Fees 365

Fines ...

. Govt. Savings Bank A/cs
Gov.'s Instructions ...

Imprests
Investments 371

. Irregularities
376

Journal 357

Laws ...

, . Ledger 357
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REGL
Auditor. Duties in connection with Money Orders ... 366--- Post Cards ......... 366---- Post Office A/cs ...... 366-- Postal Orders ...... 366--- Rates ............ 364--- Registered Envelopes ... 366--- Regs............. 356,373--- Rents ............ 359,364- Savings Bank A/cs ... ... 368-- Security Bonds ...... 372---- Sinking Funds ... ... 371--- Stamped Forms ...... 366---- Stamps ......... 360,366--- Store A/cs ......... 374--- Subsidiary Books ...... 358---- Tax Rolls" .......... 364---- Taxes ... ... ... ... 364

Opinion of, Gov. to report overruling to S. of S. 378
Periodical Returns of arrears of Revenue to 275

Queries by ....... :....... 222

Report of
.
......

Responsibility of ...... ... 220,355

Survey of contents of Customs Warehouse by 362
Excise--- 363

to observe Regs, in Chap. V. ... ... .. 217
to report arrears of Revenue to Col. Sec. ... 274

(Colonial). See Leave (Half-pay).
Auditor-General. See Comptroller and Auditor-General.

Australia. Use of Badge on Red Ensign 152
Authentication of Documents. Certification of signrs.

by S. ofS , ... 183

Authority for appts. 27

r defraying excesses on subheads 304
establishments .. ... 247

expr. ... ... 281

grant of pensions ... ... ... ... 82

imprests 320
new works 257-9
salaries ... 247

urgent public works ... ... ... 259

writing off arrears of revenue ... ... 276-7
losses and deficiencies in

Govt. Stores ... ... 388
losses of Public Money ... 311

B.

Balances (Surplus). Use of, for Public Works ... 248

(Unexpended) of Votes to lapse at end oi! year 306
Bank. Cash rects. to be deposited in 327

Custody of Public Money by ... 322

Only Public Money to be kept in ... 328
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REG.
Bank. Overdrafts on 329

Rects. to be deposited daily in 328
Bank Accounts (Govt. Savings) 368
Beacons. See Lighthouses, &c.

Bills drawn on credit of Parliamentary Vote 39:)

Gov.'s Assent. Power to grant or withhold ... 13
of Exchange received as revenue 267
Reservation for H.M.'s pleasure 13

(Reserved). Dating and numbering of 21

(Salary) 399,400
Form of Appx. 11

Blue Book. Compilation and transmn. to S. of S. ... 188

Report. Contents and arrangt. of 189
Blue Ensign 151

Board of Survey. Cash and Stamps 331
'- Govt. Stores 385

Condemnation ... ... 386

Reports of 351

Board of Trade. Lighthouses, &c. 205

Reefs, Shoals, Currents, &c 206

Shipping 203-204
Wrecks 207

Board (Tender). See Tender Board.

Boats, Provision of, for use of Govs., &c., paying
official visits 161

BOOK-KEEPING and Accounts 334-348

Books of jAccount :
"

Bank Pass Book. Duties of Auditor ... 357
Cash Book, Duties of Auditor 357

. Treasurer's 336
Sub-Accnts 337

Checking of,-by Treas. 339
. to be forwarded to

Treas. monthly ...

Customs Warehouse Books. Duties of Auditor 362

Daily Abstract Book ... 340, 341

Imprest Ledger 321

Journal. Adjustments to be entered in

Duties of Auditor 357

(Subsidiary). Purposes of ... 347

Ledger
Duties of Auditor 357

Monthly Abstract Book 343,346

Subsidiary Books. Duties of Auditor

Treasurer's Books ... ... 335

Buoys. See Lighthouses, &c.

C.

Canada. Use of Badge on Red Ensign ...

Capital Sentences. Annual Returns of those executed

Reports on those commuted
Care of Govt. House Furniture ...

Cash Book. See Books of Account
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REG.
Cash Receipts. See Receipts (Cash).
Casualties to Shipping 207
Ceremonies. Application of Regs 136

(Religious), Salutes at 146
Certificate of Grant of Leave, Form of Appx. 3
Certificates on Vouchers ... ... ... ... ... 295

Incorrect 285
Chair Allowance. Ests 238
Charter (Royal)

'

137

Cheques. Payments by ... 279
Received as Revenue 267

Civil Correspce. of Govs 192-7
Civil Uniforms. See Uniforms (Civil),
Claims for exemption from Income Tax ... ... 403

payment to be examined ... ... ... 299

presented monthly 292
Classification and Control (Finance) 301-311
Clerical Expenses. Alices, for. Ests 238

Clothing Allowance. Ests. 235
Collection of Revenue by means of Stamps 263
Collectors of Revenue. Payments to Treasury by ... 269

- to pay rects. into Treasury . . . 269
Colonial Office. Addresses to be reported to 94
Colonial Secretary. Arrears to be reported to 274

List of Returns to be furnished by 397
Remittances by ... ... ... 315

to prepare Ests. 217

Colony. Definition of, for purposes of Regs. 4-8 ... 9

Colonies. Classification of 1

(Crown). Definition of 1

(Resp. Govt.). Chap. II. not to apply ... 25

Chap. V. not to apply ... 216
Commercial Enterprises (Gov.). A/cs of

*

307
Commission (Gov.'s). Provisions of .. 3,13

See also Instructions (Gov.'s).
Commission paid to Auctioneers 265
Commissioner. Visits by ... 156-161
Commissions. Treatment in Ests. 235
Committee of Enquiry. See Suspension.
Commutation of Pensions. Not allowed 82

Sentences. Gov. to report cases to S. of S. 13

Comptroller and Auditor-General. Addresses to be

reported to 94
Confidential Report. See Officers (Public) and Officers

(Military).
-Services. Expr. on 310

Confirmation, tfee
"
Appointments,"

"
Crown,"

" Sus-

pension."
Constitutions. Particulars of various Colonial .. 1
Consul (British). Correspce. with Gov. 209,210

Consul-General (British)" ,','

"
... ... 208,210

(Foreign). 209

Contingencies, Estimates for .., 245
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REG.
Contract. Regs, do not constitute a 26
Contracts. Duties of Auditor 370

for Stores obtained locally 383

Payments under ... ... ... ... 296
Control (Finance), Classification and ... ... ... 301-311
Conviction of Officer on Criminal Charge, Effect of ... 69

Correspondence. Application of Regs 171
Gov. not to withdraw, from Record ... 176

Govs., &c., to address S. of S. 172
To be deposited in office of Record 175
Treatment of matters involving Civil consns.

by Military Authorities 199
Treatment of matters involving Military

consns. by Civil Authorities 198

(Civil) of Govs 192-197
Colonial Office 172-183

(Consular) 208-210

(Individuals) 211-215

(Military) of Govs 192-197

(Naval) 200-201

(Secret) to be in custody of Gov 175

(Telegraphic). Recorders 181

Correspondence of Govs. actually in command of

H.M.'s Troops :

Exclusively with S. of S. for War 193

Jointly with S. of S. for Colonies and S. of

S. for War 194

Military and Civil to be kept separate 192-7

Correspondence of Govs. with Consular Officers ... 208-210
. Commanders of foreign

Vessels 201

Naval Authorities 200

Individuals with Gov 211

S. of S. , 212-13

Obligation of Gov. to forward with Report 215

Correspondence. See also Despatches.
Cost of Remittances ... 316

Councils and Assemblies ... 14-24

Councils (Executive) in Crown Colonies :

Advice. Action taken by Gov. in opposition

to, must be reported to S. of S. ...

Composition of

Crown alone has power to dismiss members
Duties of

Gov. may make provisional appts. subject to

confirmation by the Crown
Governor to consult, except in urgent matters

Procedure in urgent matters...

Proceedings for suspension of Public

Officers 53-71

Suspension of Members. Powers of Gov....

Gov. to report to S. ol
1

S.
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REG.
Councils (Executive) in Responsible Govt. Colonies :

Gov. may appoint and remove Members ...

Resignation of Members ... ... ... 22
Councils (Legislative). Composition of, fixed by

Letters Patent and Gov.'s Instruc-

tions .. 16
Gov. may make provisional appts.

subject to confirmation 17

Nominated. How constituted ... 14

Partly Elected. How constituted ... 15

Councils (Representative). Gov to convoke, prorogue
and dissolve, in the the King's name ... ... 3

Counterfeited Receipt Books. Duties of Auditor ... 360
Forms 261

Revenue Forms 262
Counterfoils of Cheques to be kept for reference ... 279
Courses of Instruction. Attendance of West African

Officers on leave at ... ... ... ... ... 131
Court Accounts. Duties of Auditor ... ... ... 367
Court of Enquiry into loss of Merchant Ships. Pre-

cedence of Naval officer when member of... ... 140
Criminal Proceedings. Returns of Capital Sentences

executed 190

Reports on Sentencescommuted 13
Criminal proceedings against Public Officer 68-70
Crown. Effect of disallce. of Laws 19

Power to legislate by Order-in-Council ... 1

Powers of disallce. of Colonial Legislation ... 1

Powers reserved to the ... ... ... ... 1

Colonies. Definition of 1

Agents. Accounts 302

Agrt. for refund of Advance on
account of Salary to Public Officers 75

Form of Appx. 2
refund of Passage Alices. 121

Form of... Appx. 4

Compliance of, with requisitions ... 381-2

Payment of family remittances ... 317

Payments to other Govts. and creditors

in the U.K. to be made thro' ... 312
to draw on Col. Treas 313

Lands. Treatment of proceeds of sale of, in Ests. 229
Currents. See Reefs, Shoals, &c.

Custody of Public Money and Stores 322-333

by Bank 322

by Treasurer 324
in Fireproof Safe 323

-Vault 323

Property 384

Stamp Stock ... 330
Customs Revenue. Duties of Auditor 361-2

Warehouse. Survey of contents by Auditor 362
Books. See Books of Account,
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BEG.
Daily Abstract Book. See Books of Account.

Damage to Govt. House Furniture 391-3
Date of charge in a/cs governed by date of payment ,306

payment to govern date of charge in a/cs ... 306

presentation of claims for payment ... ... 292
Decorations. See Medals and Decorations.
Defence. See Officers (Public) Interviews.
Defences (Military). 0. C. Troops to render returns

to Gov 6
Deficiencies in Stores. Authority for writing off ... 388
Deficit (Surplus and) Account ". 345
Definition of term "Administrator" 162

*

Colony" 9

"Commissioner" 162
" Crown Colonies

"
1

"
European Officer in West Africa

"
I22a

Fair Wear and Tear "
392

"Governor" 2,162
"Individuals" 213
"Lieutenant-Governor" 162
"
Monthly Account " 350

" Native Officer in West Africa "... 135

Delays in presenting a/cs for Audit

Departmental Vote Account ... ... ... ... 348

Deposit Accounts. Duties of Auditor 358

Deposit of Public Money in Vault or Safe 325

Despatches. See also Correspondence.
Despatches from C. 0. Accounts ... ... ... 173

Acknowledgments 179

Circular ... ... 173

Classification and treatment of 173

Confidential ... 173 (3)
- Separate Schedules

for acknowledgment of 179

Formal
'

... 173(2)
Honours 173

Miscellaneous 173

Monthly Schedule of un-

answered
Numbered 173

Secret ... 173(4)

Separate Schedules for

acktof 179

Unnumbered 173(2)

Despatches from S. of S. See Despatches from C. 0.

Despatches to S. of S. Confidential. Separate Sche-

dules of ... 179

Should never be referred to

in numbered desps.
To be so marked ...

r
!74

Enclosures ^l~
Monthly Schedules of Unanswered

r
?22.'Ur
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REG.

Despatches to S. of S. Numbered. To contain full report
of all important transactions without reference

to confidential desps.

Numbering
: Paragraphs ... 177

References to previous corres. ... 177-8
Schedule of

Secret. Separate Schedules of ... 179

Subject 177

Telegraphic. Recorders 181

Disallowance. See " Law " and " Crown."

Discipline 40-73
Dismissal of Executive Councillors (Crown Colonies)

(Resp. Govt. Colonies)
of Holders of Patent offices. Procedure for 49

of Public Officers. Powers of Gov 13
Powers of S. of S. ... 50
Class I. Procedure for 51

on grounds of

inefficiency 52
Punishment in

lieu of ... 51

Classes II. and III. on

grounds of inefficiency 73

See "Suspeii-

Dividends. Duties of Auditor 371

Documentary Evidence. See Suspension.
Documents (authentication of). See Authentication of

Documents.
to be attached to a/cs ... 351
to be furnished with the annual a/cs ... 354

Duties entrusted to subordinates. Respoiisibity for ... 220
of Auditor. (For details see

"
Auditor.") ... 355-377

of European Officers in West Africa ... ... 131
of Sub-Accountants ... ... ... ... 220
of Treasurer 217-218

Duty Allowance. See Allowances, Duty.

E.

East Africa. Leave Regs. .. * , ... 83
Editor. See Officers, (Public) Newspaper.
Elections. Gov. to issue writs in the King's name ... 13
Embarkation of officer returning to West Africa ... 127
Emoluments (Personal). Treatment in Ests 226,234-5

Employment. See Officers, (Public) Leave.
Enactment. See " Law " and " Precedence."

Enquiry. See Court of Enquiry.
Enquiry (Committee of). See Suspension.
Ensign. Blue ... 151

Red 152
Entertainment Alice, See Allowance (Entertainment).
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REG.
Entertainment on board of H. M's. ships :

Expense of 114-117
Expenses,how defrayedwhen

chargeable to public funds 116

Expenses to be paid at end
of voyage 115

Half-rates, when payable ... 119

Payments for, how calculated 117
When on tour of inspection 118
See also Allowances.

Envelopes (Registered). Duties of Auditor 366
Establishments. Authority for 247
Estimated Expr. not to exceed estd. Revenue 248
Estimates k23-259

Duties of Auditor 369
Excesses on 302

Expr. to follow 301

Explanations to be furnished with 253
To be accompanied by statement of Assets
and Liabilities 254

To be forwarded to S. of S 253
of Expr. Alices, for clerical expenses ... 238

Alices, in reimbursement ol

expenses 238

Authority for establishments .. 247

Authority for salaries 247

Contingencies ... ... ... 245

Emoluments of officer wiien
drawn under several heads of... 237

Expr. in excess of 256

Extra remuneration of officers ... 237

Incremental salaries

Miscellaneous
. Inclusion of items in 242

Official Residence. Provision of,

to be shown in ... . . ... 237

Other charges 234,239
. Personal emoluments 234-235

Preparation of

r Provision in, for purchase and up-

keep of Govt. House Furniture

Public Debt charges
Public Works. Annually Recurrent 250

. Department ... 250

Extraordinary . . . 250, 251

Met by Special
Loans ... ' 252

Plans, &c., to be laid

with 258-9

-Urgent 259

322.H1

Rent

Responsibility of heads of dcpts.

Sub-heads of

Supplementary
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Estimates of Expr. Taxes 244

To show cost of each dept,
To show personal emoluments ... 226

Transport
Unforeseen expr ^45

Revenue. Arrears of Revenue and in-

terest thereon ... ... 231

Fees 268

Grants-in-Aid from Imperial
Funds 230

Heads of 227

Loans from Imperial Funds ... 230
Sale of Govt. Lands 229

Stamp Duties
To show gross Receipts ... 226

Estimates of Revenue and expr. Date of preparation of 223

Expr. provided by Civil List 224

Expr. under special Laws ... 224
Form of 224
Form of Abstracts of 225
New Heads 246

Preparation of, by Col. Sec. ... 223
Sub-heads 246

European Officers in West Africa. See Officers (Public).
Evidence (Documentary). See Suspension.
Excess of Expr. over Revenue ... 248
Excesses on Estimates 302

Sub-heads. Authority for defraying ... 304

Exchanging Visits. Order to be observed in 157
Excise Revenue. Duties of Auditor 363

warehouse. Survey of contents by Auditor ... 363
Executions leviable by Courts. Duties of Auditor ... 365
Executive Council See Councils (Executive).
Exemption from Income Tax. Claims for 403

Expenditure 278-300
Authorised by General Warrant 282

Special Warrant 286

Authority for 281
In excess of Ests 256
Incurred under requisitions 287

without 291

Laws, &c., involving, to emanate from
Gov 18

Moneys issued under Gov.'s Warrant ... 13
On Confidential Services .' ... 310
On Govt. House Furniture incurred in

theU.K 395
Provided by Civil List 224
Under special Laws 224
Unforeseen. Ests. of 245
To follow estimates 301

Expenditure and Revenue. Detailed statement of ... 353

(Ests. of.) See Estimates
of Revenue and Expr.



113

KEG.
Expenses (Travelling). Temporary appts 113
Explanations to be furnished with the Ests 253
Extra remuneration of Officers. Treatment in Ests. ... 237

F.

Fair wear and tear. Definition of 392
Family remittances, tiee Remittances (Family).
Fees. Duties of Auditors 365

Method of accounting for 268
Treatment of, in Ests 235

of Officers on leave ... ... ... ... ... 93
- vacant Offices, Disposal of 78

Fines. Duties of Auditor 365
Gov. empowered to remit ... ... ... ... 13

Flag of Gov. when on board one of H.M's. Ships ... 153-4_
Foreign Mission 155

Use of distinguishing, by Colonial Merchant
Vessels 152

- used by Govs., &c., when embarking in boats or

other vessels, Illustration of Appx. 7

flown by Govt. Vessels, Illustration of Appx. 8

(with badge). Flown by Govt. Vessels, unarmed 151
an(j pendant). Flown by armed

Govt. Vessels 151

Pendant flown by Govt. Vessels. Illustration of Appx. 8

Red Ensign. Flown by private British Colonial

Ships 152

(with badge). Use authorised by
Warrant in Canada, Australia and New Zealand 152

Royal Standard. When flown
Union Flag (with badge). When used 150

(without badge). When flown ... 149

Forage Allowance. Ests. ...

Grant of

Foreign Mission, Flag of Gov. when on 155

Orders and Medals, King's Regs 143, App. 5

Form of Abstracts of Ests. 225

Advice of Salary Bills ... ... Appx. 11

Ests. of Revenue and Expr.
Leave Certificate Appx. 3

Notice to Board of Trade. Lighthouses, Buoys
and Beacons ... Appx. 10

Return of particulars of vacant offices ... A.ppx. 1

Salary Bill Appx. 11

Forms (Stamped). Duties of Auditor

Fuel. Ests. ...

FUNDS derived from Imperial Revenues
Funds (Public). Not to bear expense of entertainment

of Passrs. on board H.M.'s Ships without the sanc-

tion of S. of S
Furniture (Govt. House). See Govt. House Furniture.
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G.

REG.
Gazette (Official). Publn. of monthly Statements of

Assets and Liabilities in ... ... ... ... 344
General Orders. See Army (Annual) Act.

Warran ts authorising Expr 283
General's Uniform. Gov. may wear, if entitled ... 169
Gibraltar. Leave Re^s 83

Government, Devolution of, during incapacity of

Gov. ... 3
Government Houso Furniture. Care of 391

Expr. on, incurred in U.K. ... 395
Gov. to make good on retire-

ment 393

Inspection, on retirement of

Gov 393

Inventory of 392
Loss and damage to 391-2

Percentage of value payable by
Gov 389

Periodical inspection 392
Provision in Ests. for 394

Provision, at cost of Colony . . . 389
Valuation of 390

Lands. Sale. Treatment in Ests. of pro-
ceeds of 229

(Officer Administering). See Officer Ad-
ministering Govt.

Savings Bank Accounts. Duties of Auditor 368

Undertakings. Accounts of 307
GOVERNOR ... 2-13
Governor. Appt. of 3

Appts. made by letter bearing signature of 28
of Boards of Survey of Cash and

stamps 331
Govt. Stores 385

Army (Annual) Act. General Orders pro-
mulgating, to be communicated to ... 7

Assemblies (Representative) to be con-

voked, prorogued and dissolved by, in
the King's name

'

... 13
Assent to Colonial Laws 13,19,182
Bills. Power to grant or withhold assent ... 13

Reservation for H.M.'s Pleasure ... 13
Board of Trade. Alterations in Lighthouses,

&c., to be reported to ... 205
Information as to Reefs,

Shoals, Currents, &c., to be supplied to 206
Capital Sentences. Returns of those exe-

cuted 190
Reports on those remitted 13
Commission. Provisions of 3,13
Correspondence. Individuals 215
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Governor. Correspondence continued.
Not to be withdrawn from record
To be addressed to S. of S.

When actually in command of
H.M.'s Troops

with Consular Officers

with Commrs. of Foreign Vessels
with Naval Authorities

Councils (Executive) in Crown Colonies :

Advice. Aotion taken in opposi-
tion to, must be reported to
S. of S

may make provisional appts. sub-

ject to confirmation
Procedure in urgent matters

Suspension of Members. Govs'.

powers
To be

reported to S. of S.

To consult except
matters ...

in urgent

REG

176

172

192-9
208-210

201
200

24

23
24

23

23

24
Councils (Executive) in Resp. Govt. Colo-

nies :

Power to appt. and remove members ... 22
Councils (Legislative). Provisional appts.... 17

(Representative). To be convoked,
prorogued and dissolved in King's
name 13

Definition of term
Devolution of Govt. during incapacity
Duties of ... ... ... ... ... 13

Duty allce. of 106

Elections. Writs to issue in King's name ... 13

Entertainment Alice, of 106
- on board H.M.'s Ships ... 114-117

Expr. Laws, &c., involving, to emanate
from

Moneys issued under Gov.'s

Warrant

Fines, power to remit 13

Flag when on board H.M.'s Ships ... 153-4

Foreign Mission ... 155

H.M.'s Ships. No authoritv over movements
of ... 10

Instructions, provisions of ...

Leave and salary of 103-109

Leave. Grants to be reported to S. of S. ...

(Half-pay). Not to grant more than

12 months ... 87

Letters Patent, constituting office of. Pro-

visions ... 3-4

Memorials from dismissed Officers to be

transmitted to S. ot S. ... 51

N val Officers, no authority over
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Governor. Not to draw funds in anticipation of Parlia-

mentary Vote
Not to leave Colony without H.M.'s per-

mission
Oaths. Gov. to administer ...

Pardon or Respite. Power to grant
exercise

of to be reported to S. of S.

Passage. To provide own, when coming
home on leave

relieved

before expiration of term
On appt

On retirement
On transference

Passage Alice.

Passages in H.M.'s Ships
Petitions. To transmit to S. of S. ...

Powers of

Presents for H.M. Acceptance of

Public Officers. Governor may appt, suspend
or dismiss

Class I. Powers of removal
on grounds of general inefficiency

Classes II. & III. Duties in

proceedings for suspension of

Proceedings
for removal of

Confidential Reports to be
made annual

Interdiction pending pro-

ceedings for removal of

(Suspended). Alimentary
allces. to

Not to leave

Colony without permission
Suspensions to be reported

to S. of S.

Effect of con-

firmation by S. of S.

Effect of non-
confirmation by S. of S.

Trading and investment.

Doubtful cases to be
decided by

Public Offices. Class I. Appts. to be reported

qrly. to S. of S.

Class II. Vacancies to be

reported with recornns....

Class III. Vacancies to be

reported ...

Vacancies and
creation of new offices. Method of reporting

Only residents in Colony
may be appted. by

BEG.

398

13
13
13

13

111

111
110
111

111-112
114
214
13
48

13

52

54-71

73

36

60

66

71

62

65-67

63

41

30

31

33

34

32
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Governor. Public offices. Private staff. Not to be

appted. to Public Offices without
sanction of S. of S. 38

Public Works. To obtain sanction for ... 257-8
Relations with H.M.'s Naval Forces 10 -12

- Regular Forces 4-8
Requisition for conveyance by H.M.'s Ships 153-4
Requisitions. How to be made 12

In conflict with Naval
Officers' Instructions ... 11

Naval Authorities to pay due
regard to 10

Salary and leave of 103-109
Salary arrangts. on appt 108
Salutes. Authorised to sanction customary 146

Not entitled to, when absent from
Colony ... ... ... ... 147

Tenure of Office 103
The direct representative of H.M 4
To deduct income tax on salaries paid from

Parliamentary Vote 402
To give the <* Word "

or " Parole
"

5
To report to S. of S. cases where he

has overruled maintained opinion of

Auditor 378

(Transferred). Travelling via England.
Salary arrangts 109

Troops. 0. Cg. to render returns ... ... 6
Uniform 169

Styles and titles 2
Visits to naval officers 156

Grants-in-Aid from Imperial Funds. Returns from
Colonies receiving 396

Treatment in Ests 230

Gratuity to Native Officers in West Africa in respect of

acting service 135
Gross Receipts. See Receipts (Gross).

Half-Pay. See Salary.
Leave. See Leave (Half-Pay).

Hammock Allowance. Ests 238
Heads. Transfers between. Ests 347

(New and Sub) of Ests 246
Heads of Departments. Responsibilities of 220

To observe Regs, in Chap. V.

Heads of Expenditure. Sub-divisions of 234
Revenue in Ests. 227

His Majesty's consent for use of civil uniform after

retirement 168
Pleasure. Public offices usually held

during 27,50
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REG.
His Majesty's Pleasure. Removal of officers for gene-

ral inefficiency 73

See also "
Bills

" and " Law."

Ships. Cost of entertainment of Govs.
and public Officers on board... 114-117

Cost of passages for Govs. and
Public Officers on board ... 114

Gov. has no authority over move-
ments of ... ... ... 10

Gov's. flag, when on board ... 153-4
Gov's. requisition for convey-

ance by 153-4
See also Requisitions (Governor's).

Horse Allowance. Ests 238

Grant of 284
of Officer on leave

House Allowance. Ests. ... ... ... ... ... 235
Rent allowance of Officer on leave 92

Houses of Assembly. Salutes at opening or closing ... 146

: Parliament. 146

I.

Imperial Revenues. Funds derived from ... ... 398-403

Imprest Ledger. See Books of Account.

Imprest Warrants 320

Imprests 319
Duties of Auditor ... ... ... ... 358
Method of accounting for ... ... ... 321

Inability to collect money due ... ... ... ... 271
Income Tax. Claims for exemption from 403

on salaries paid from Parliamentary Vote 402
Incorrect Certificates on Vouchers 285
Increment of Salary. See Salary (Increment of).
Incremental Salaries. See Salaries (Incremental).
Individuals. Correspce. Extent of appln. of 212 ... 213

Gov. to transmit to S. of S.... 215
with Gov. to be through Col.

Sec 211
with S. of S. to be through Gov. 212

Definition of term ... ... ... ... 213

Representations to Gov. ... ... ... 211

Right of, to address S. of S. through Gov. 212
Industrial Enterprises (Govt.). A/cs of 307

Inefficiency. Public Officers (Class I). Removal on

grounds of ... ... ... ... 52
Public Officers (Classes II. and III.)
Removal on grounds of 73

Inspection (Tour of). See Tour of inspection.

Inspections of Govt. House Furniture 392-3
Naval and Military Forces. Gov. may
wear uniform of Lord Lieutenant at... 169

Inspections. See also Surprise Surveys.
Institutions. Transmission of Laws to ., ... 186
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REG.
Instruction (Courses of). Attendance at, of West

African Officers on leave 131
Instructions (Gov.'s). Duties of Auditor 356

General provisions of 13

Provisions of, as to Precedence... 137, 141

See also Commission (Gov.'s).
See also Councils (Legislative)." Instructions to Officers in British Possessions Abroad."

Board of Trade 203
"

Registrars of Shipping." Board of

Trade 203

Interchange of Reports between Col. Govts 191
Interdiction of officers by Gov 60
Interest on arrears of Revenue. Treatment in Ests. ... 231
Interviews. See " Officers (Public)

" and " Governor."

Inventory of Govt. House Furniture 392
Investments. Duties of Auditor 371

Purchase and Sale, accounting for ... 309
See also Officers (Public).

Irregularities. Duties of Auditor 376

J.

Journal. See Books of Account.

(Subsidiary). See Books of Account.

Judges. Puisne. Precedence in Resp. Govt. Colonies 138

of Supreme Court. Method of appt.

L.

Land Sales. Treatment in Ests. of proceeds of 229

Law. Dating and numbering. Provisions for 21

Effect of disallce. by the Crown 19

H. M.'s Pleasure. How signified
Law Officer to furnish report on for S. of S. ... 182

Law Officer to give opinion as to Gov's. assent

To operate from date of Gov.'s assent 182

Vote or Resolution involving expr. of public

money to emanate from the Gov 18

(Appropriation) 255

(Appropriation.) Expr. in excess of Revenue ...

Laws. Compilations or revised Editions. Transmis-

sion to S. of S 187

Duties of Auditor
Transmn. to Institutions 186

S. of S. 186

LEAVE. GENERAL REGULATIONS :

Leave. Application of General Regs.
Educational Officers. Salary arrangts. ... 97

Fees of officers on 93

Form of certificate of grant of Appx. 3

Gov. to report to S. of S. ...

Gov.'s. How regulated ... ... ... 106
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REG.
Leave. Gov.'s. No passage allce Ill

Half-Pay. Certain Treasurers and Audi-
tors to report addresses to

C. &A.-G 94
: Extension of 87

Gov. may not grant more than
12 mo 87

Grant of :

(a) after six years' residential service
)

(#) in cases of serious indisposition 84

(c) urgent private affairs
)

Increments of salary of Officer 88

Length of 85
Limit of extension of 95
Maximum continuous... ... 95
Not to be spent in Colony . . 86

Object of 86
Officers to report addresses to

Cl.O. ... ... 94
Personal allces. of Officer ... 88
Pte. arrangts. for securing more

than half-pay prohibited ... 91
Horse allce. of officer on 93
House rent allce. of officer on 92
How reckoned ... ... ... ... 102
Judicial Officers. Salary arrangts. ... 97

Pending retirement. Applns. for ... 100
Grants to be reported to

S. of S 100
'

Pension of Officers ... 100

Salary of Officer ... ... 100-101
Retirement of officer whilst on 101
Sick. Grant of, not to affect vacation leave 99

Granted on full pay ... ... 99
Transferred Officers 90

Travelling Allowances of Officer on ... 93
Vacation. Length and conditions of

grant of 96
No abatement of salary during 98
Not affected by grant of sick

leave ... ... ... 99
Of Educational Officers ... 97
Of Judicial Officers 97
When to be reported to S. of S. 98

Urgent Private affairs. Grant of ... 84

LEAVE RULES FOR WEST AFRICA :

European Officers. Leave. Applns. to be accom-

panied by Med. Cert. 130
Embarkation of Officer

returning to W. A. 127
Extension of, date

from which reckoned 127
Extension of, without

pay 126
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REG.
LEAVE RULES FOR WEST AFRICA continued.

European Officers. Leave. Regs, applicable to ... 135
Rules to be observed

on arrival in U. K. by Officers requiring
Med. Attce. 130

Transfer when on 133
Return Leave. Extension ... 125

Grant of ... 122(6)
Refund of

pay drawn in respect of 122(6)
Return Sick Leave. Exten-

sion 125
Grant of . . 123(6)
Refund of pay

drawn in respect of 123(6)
Sick Leave. Extension ... 124

Grant of ... 123(a)
Pay and pas-

sages when invalided out of Colony 128

Urgent Pte. Affairs. Leave.
Grant of 129

Vacation Leave. Extension... 124
Grant of ... 122(6)

Native Officers. Leave. Regs, applicable to ... 135
Officers engaged under agrts. in the West Indies

or Asia :

Leave. Annual... ... ... 134
Return 134
Vacation 134

Ledger. See Books of Account.

Legislation. By Order in Council ... ... ... 1

Power of disallce. of 1

Legislative Councils. See Councils (Legislative).

Legislatures. Minutes of meeting to be sent to S. of S. 185
Letters-Patent constituting office of Gov. Provisions of 3 & 4

See also Councils (Legislative).
Liabilities. Statement of Assets and ... ... ... 254

-
(Assets and). Annual Statement of ... 354

Publication of monthly state-

ments in Gazette 344
Lieutenant-Governor. Visits by 156-161

Light. Ests 235

Lighthouses, Buoys and Beacons. Gov. to notify erec-

tion or alteration of, to B. of T. ... 205

Form of Notice ... App. 10

Lists (Assessment). Duties of Auditor 364

of authorised family remittances 318

of Returns to be furnished by Col. S. ... ... 397

Treasurer ... 396

Loan Payments in anticipation of 252

Charges. Ests. ...

Loans from Imperial Funds. Treatment in Ests. ... 230

Lord Lieutenant's Uniform. Gov. may wear at Inspec-
tions and Reviews U-i)
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REG.
Losses of Govt. House Furniture and Effects 391-393

Public Money. Authority for writing off ... 3 LI

Stores. Authority for writing off 388

M.

Mail Packets. See Passages.
Malta. Leave Regs 83

{143A r>x 5

Medical Attendance See Attendance, Medical.

Memorials from dismissed officers 51
to Public Officers or Depts. of H.M's. Govt. 214

Merchant Shipping Acts (Imperial). Appn. to Colonies 202
List of 202
Officers con-

cerned to acquaint themselves with provisions of 202
Merchant Shipping and Seamen. " Instructions to

Officers in British Possessions Abroad "... 203
" Instructions to

Registrars of Shipping."... 203
Returns by Colo-

nial Registrars of Shipping... 204
Wrecks and

Casualties ... 207
Method of accounting for advances on a/c of Salary . . . 308

fees
'

. 268
-
purchase of Securities ... 309
sale of Securities 309

Method of submitting requisitions ... ... ... 288-9

Military Correspce. of Govs. ... ... ... ... 192-9
Defences. See Defences (Military).
Resources. See Officers (Public). Interviews.

Minutes of meeting of Legislature to be sent to S. of S. 185
"Miscellaneous." Head in Ests. 240 ; 242 ; 245
Mission (Foreign). Flag of Gov. when on ... .. 155

Money Orders. Duties of Auditor

Money (Public). Authority for writing off Losses of

Custody of, by Bank
Treasurer

in Fireproof Safe

Vault

Deposit of, in Vault or Safe

Inability to collect

Neglect to collect, when due
Not to be made use of ..

366
311
322
324
323
323
325
27J

273
266

Responsibility for prompt collection of 272
Treas. to give rects. for reissues ... 326
Withdrawal of, from Vaults or Safe 325

Monthly Abstract Book. See Books of Account
Accounts. Definition of .. 350
Audit of Accounts 349



123

N.
REG.

Native Officers in West Africa. See Officers (Public),
Native in West Africa.

Naval Officers. See Officers (Naval).
Neglect to collect money due 273
New Heads. Ests. ... 246
New Zealand. Use of Badge on Red Ensign 152
Newspaper. See Officers (Public).
Notice of new Light or alteration of Light Appx. 10

O.

Oaths. Gov. to administer 13
Office of Record. Deposit of correspce. in 175-76

: Gov forbidden to withdraw correspce. 176
Officer Accounting. See Treasurer.

Administering Govt. Duty allce. 106
E n t ert a i nm e n t

allce. of ... 106

(Temporarily.)
Salary of, if previously resident in Colony 104

Salary of, if transferred from another Colony 105

Salary when period exceeds nine months 107

Commanding Troops. Duties of. See" Troops,"
"Defences (Military)" and "Army (Annual)
Act."

Officers (Consular). Correspce 208-210

(Educational). Salary arrangts. during leave of 97
in charge of districts to observe Regs. in. Chap. V. 217

(Judicial). Salary arrangts. during leave ... 97

(Military). Gov. to make annual confidential

Report on seconded 36
Precedence of ... ... ... 140

(Military), on Half-pay or Retired Lists. Gov.
to report to S. of S. civil employment or

promotion of ... ... ... ... ... 39

(Naval). Gov. has no authority over 10

Precedence of 139

To pay due regard to Gov's. Requisi-
tions 10

Treatment of Gov's. Requisitions
when in conflict with Officer's Instructions 11

Visits to Govs., &c
Officers (Naval) on Half-pay or Retired Lists. Gov.

to report to S. of S. civil employment or

promotion of 39

Officers (Public). Agency (Private). Acceptance pro-
hibited

Alimentary Allowance to suspended 66

and Crown. See Contract.

Appts.Gov. may only appt. Residents

in Colony ,
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REG.
Officers (Public.) Appts. Tenure of .. 27,50

(acting). Fees of ... 78

Salaries of 76,77
Salary on

confirmation in 79

Security
Bonds 333

Communications with foreign Naval
Commanders ... 201

Criminal Proceedings against ... 68,69,70
Dismissal. Procedure for ... ... 50
Gov. may appt., suspend, or dismiss 13

Gov. to make annual confidential

Report on :

(a) Officers seeking or fitted for promotion 1

(&) Residents in Colony who apply to I *>

S. of S. for first appts ...
f

(c) Seconded Army Officers :; J

Gov.'s Private Staff not to be appted.,
without sanction of S. of S. ... 38

Held to vacate office if absent from
Colony without leave 72

Interdicted. Salary of ... ... 60
Interviews prohibited on certain

questions 45
Leave. Acceptance of paid employ-

ment whilst on ... 42
Leave regs. ... ... ... ... 83

Newspaper. Literary contributions to 44
Not to be Editor 44

Not exempt from suspension by rea-

son of acquittal on criminal charge 70
On conviction on criminal charge,
may be summarily suspended ... 69

Outfit allce 121

Passage allce. Agrt. for refund ... 121
on transference 112

Passages in H.M.'s Ships 114
Pensions. Authority for grant of ... 82
Presents ... ... ... ... 46
Private Agency. Acceptance prohi-
bited 43

Promotion ... ... ... . , . 37

Salary. Advance on account of.

Agrt. for refund 75

On appt. 75

On leave 75
of promoted officer 81

-
Salary in acting appt. 79

-
prior to arrival in Colony .., 74
when temporarily discharging

duties of two distinct offices 77



Officers (Public). Salary (Half). When allowed prior
. to arrival in Colony

Salutes

Security Bonds

Acting appts.
Seniority, determination of

Suspended, Forfeit claim to pension
Not to leave Colony

-

Suspension, Effect of confirmation

of, by S. of S.

non - confirm-
ation of, by S. of S.

- To keep inventories of public pro-
perty in their custody

Trading and investment. General

prohibition

Transferred, leave of ...

passage allce. of

Uniforms
Visits

Officers, Public. (Class I.), Dismissal of

Gov. to appt. and report

qrly. to S. of S.

Punishment in lieu of

dismissal

Reduction in rank of

salary of

Removal on grounds of

inefficiency

(Class II.), Gov. immediately to re-

port vacancies to S. of S. with re-

comns. for filling same

(Classes II. and III.), Consns. affect-

selection of
- Suspension of

To be given
opportunity to exculpate themselves

To be informed
of grounds of suspension

-
(Class III.). Gov. to report vacancies

to S. of S. in whom power of appt.
is vested

Method of reporting
vacancies and creation of new offices in

Officers (Public) engaged in West Indies or Asia for

service in West Africa :

Annual leave of

Passages of

Return leave of

Vacation leave of

Officers (Public), European in West Africa :

Alices, to cover out of pocket expenses
Definition of term

32231

REG.

74
144-5

App1 6

332
333
37
67

71

65-67

63

384

40,41
90

121
163-170
Io6-162

51

30

51
51
51

52

31

35
53

54

54

33

34

134

131
122 (a)

K
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REG.

Officers (Public), European in West Africa continued.

Duties of
*

...

Embarkation of, on returning to W. A.
Half-Salaries of temporary offices ...

Invalided out of Colony. Pay and passages
Leave and passages of 122-135

On leave 131

Attendance at courses of in-

struction ... ... ... 131

To discharge any duty S. of S.

may require
Passages and leave 122-135

not granted for families of

Transfer of, reckoning of service ...

salary when on leave 133

Officers (Public), Native in West Africa :

Definition of term
Grant of gratuity in respect of acting

service

Leave of

Passages of

Salary when acting for European Officer

Officers (Retired). Uniforms of 168
Offices (Patent). Holders of, appeal against removal... 49

Procedure for removing holders of... 49

(Vacant). Disposal of fees of 78
Form of Return of Particulars of ... Appx. 1

Official Residence. Provision of, to be shown in Ests. 237
Order in Council. Legislation by ... ... ... 1

( 1 4.^

Orders and Medals (Foreign). King's Regs.
] Appx 5

Ordinance. See Law.
Outfit Allowance. See Allowance (Outfit).
Overdrafts on Bank . . ... 329

P.

Pardon or Respite. Gov. empowered to grant 13
to report to S. of S. ...

Parliament (Houses of). Salutes at opening or closing of 146
To be convoked, prorogued or

dissolved in King's name ... 13

Parliamentary Vote. See Vote, Parliamentary.
Parole. Gov. to give the 5

PASSAGE ALLOWANCES. See " Allowances (Passage)
"

and "
Expenses (Travelling)."

Passage. Gov. to provide his own, when coming home
on leave ... ... Ill

when relieved before

expiration of term 111
and Leave Regs, in West Africa 122-135

European Officer in West Africa. Invalided
out of Colony 328

Regs, applicable to ... 135
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REG.
Passage. European Officer. Not granted for families of 132

Officers tinder rank of Gov. 132
110-121

in H.M.'s Ships. Applns. for, to be reported
to S. of S 114

Expense of 114
Mail Packets or Private Ships at Imperial
Expense ... 120

of Native Officers in West Africa 135

:
Officers engaged in West Indies or Asia for
service in West Africa 134

Patent Offices. See Offices (Patent).
Payment of Pensions 283

Wages in presence of witness 298

Payments. By cheque 279

By whom made 278
Claims to be examined before being paid 299

Receipts for , ... 300
Unauthorised 280,285

Payments in anticipation of Loans ... ... ... 252
to creditors in U. K. to be through C. Agts.... 312
to other Govts. to be through C. Agts. ... 312
to Treasury by Collectors of Revenue ... 269
under Contracts 296

Pensions. Authority for grant of 82
Basis 82

Commutation, not allowed 82
Cost of remittances to be deducted ... 316
Forfeited by suspended officers 67

Maximum ... ... ... ... ... 82
Officers on leave 100
Officers (Class I) removed on grounds of

general inefficiency 52

(Classes II and III) removed on

grounds of general inefficiency 73

who have served in several Colonies 82

Payment of

Rates vary in different Colonies 82

Percentage payable by Gov. on value of Govt. House
Furniture 389

Personal Allowances. See Allowances (Personal).
Emoluments. See Emoluments (Personal).

Petitions. Obligation of Gov. to transmit 214

Policy (Public). See Officers (Public) Interviews.

Post Cards. Duties of Auditor 366

Office Accounts. Duties of Auditor

Postal Orders. Duties of Auditor 366

Precedence 137-142

by right of birth ...

Determination of 137

General table of 138

Members of Councils in Crown Colonies

between themselves ...

Members of Royal Family . ... 142
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Precedence. Naval and Military Officers 139

Naval Officer when Member of Court of

Enquiry 140
Persons entitled to official precedence ... 142
Puisne Judges in Resp. Govt. Colonies ... 138

Presents for H.M. Acceptance of, by Govs.
from Native Kings, Chiefs, &c. Disposal of 47
to Native Kings, Chiefs, &c. Provision of ... 47

See also Officers (Public).
Private Secretaries. Appt. of, to Public Offices ... .38

Medium of communication be-

tween Govs. and Naval
Authorities 200

Uniform worn by... 167

Private Ships. See Passages.

Proceedings of Legislatures. Reports of meeting to be
sent to S. of S .! 185

Proclamation. See Law.

Promissory Notes received as revenue 267
Promoted Officer. Salary of 81
Promotion. See Officers (Public).

Property (Public). Custody of, by public officers ... 384
Protectorates. Classification of 1

Public Funds. See Funds (Public.)

Money. See Money (Public).
Officer. See Officers (Public).

Policy. See Officers (Public). Interviews.

Property. See Property (Public).
Works. Authority for new 257-8

Urgently required, authority for ... 259
Works (Extraordinary). Ests 250-2

Use of surplus balances
for 248

Puisne Judges. Precedence of
,
in Resp. Govt. Colonies 138

Punishment of Public Officers in lieu of dismissal ... 51
->

'

suspension ... 61
' S. of S. may order in-

crease or reduction of 64
to be reported to S. of S. 62

Purchase of Securities. Method of accounting ... 309

Q.

Quarters. Ests 235
Queries by Auditor 222

R.

Railways (Government). Loan Charges 249
Rank. Reduction of, in lieu of dismissal 51

suspension 61.
Rates. Duties of Auditor 364

Receipt forms. Counterfoiled ... 261
RECEIPTS .;, ... 260-277
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Receipts. Stamp duty on 300
Receipts by officers who are not collectors of Revenue 270

sub-accountants ... 264
for payments 300
to be paid into Treasury 264

vouched for in prescribed form... 260
(Cash) to be deposited without delay ... 327
(Gross) to be paid into Treasury 265

shown in Ests. ... 226
Record (office of). Deposit of Correspce. in . . 175-6
Red Ensign 152
Reefs, Shoals, Currents, &c. Gov. to forward infn. as

to, to B. of T 206
Refund of advance on account of Salary 75

Passage allces 121,132
Pay drawn in respect of Return Leave (West

Africa) 122 (6)
: Return Sick Leave

(West Africa) ... 123 (&)
Registered Envelopes. Duties of Auditor 366
Regulations. Duties of Auditor 356

for guidance of Store Accountants. Duties
of Auditor 373

Re-issues of Public Money 326
Religious Ceremonies. Salutes at 146
Remittances 312-321

by Coll. Sec. 315
Cost of 316

Family. Amounts of ... ... ... 317

Applns. for ... ... ... 318
Lists of authorised 318

Payment by C. Agts 317
Removal from Office. See " Dismissal

" and 4<

Suspen-
sion."

Rent. Ests 244
Rents. Duties of Auditor 359, 364

Report of Auditor 377

(confidential). See "Officers (Public)" and
" Officers (Military) ".

Reports. Boards of Survey 351

Intercolonial exchange of 191

Representations to Gov 211

Requisition (Gov's.) for conveyance by one of H.M.'s

Ships. Use of Flag 153-4
How to be made :

in conflict with Naval Officers'

instructions. Rules for guidance 11
- Naval Authorities to pay regard to 10

Requisitions. Compliance of C. Agts. with

Expr. incurred without ...

Not to be made direct to Merchants ... 382
for stores to be sent to C. Agts 379

S. of S. 380

to incur expr. ... ... ... ... 287
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Requisitions to incur expr. Duties of Treasurer in

connection with . . . 289
Method of submitting . . . 288-9

Supplementary... ... 290
To lapse at end of year 305

Reserved Bills. See Bills (Reserved).
Residence (official). Provision of, to be shown in Ests. 237
Resolution. See Law.

Respite. See Pardon.

Responsibility for duties entrusted to Subordinates ... 220
- for prompt collection of Public Money 272

of Auditor ... ... ... ... ... 355
of Heads of Departments 220, 233
of Sub-Accountants ... 220

Responsible Govt. Colonies. Appln. of Regs, in Chap. II. 25

Regulations in Chap. V. to 216
Retired Officers. Uniforms of 168
Retirement of Officer on leave ... ... ... ... 101

Retiring Allowances. See Pensions.
Return Leave. See Leave Rules in West Africa.

of Particulars of vacant Offices. Form of ... Appx. I.

Sick Leave. See Leave Rules in West Africa.

Visits. By deputy 158
In person ... ... ... ... 158
To be paid within 24 hours 158

RETURNS 184-191, 396, 397
Returns. List of more important ... Appx. 9

Minutes of meeting of Legislature to be sent

toS. ofS ... 185
Returns by Registrars of Shipping ... ... ... 204

of arrears of Revenue 275
of capital sentences 190
to be punctually forwarded 184

(Periodical) to be furnished by Col. Sec. List of 397
Treasurer.

List of 396
Revenue. Arrears of. Authority for writing off ... 276-7

Notification to Auditor ... 275
To be reported to Col. Sec. ...

Bills of Exchange, &c., received as 267
Collection of, by Stamps 263
Customs. Duties of Auditor 361-2
Excise. 363
Heads of, in Ests 227

Inability to collect money due ... ... 271
and Expr. Detailed Statement of ... ... 353

Ests of. See Estimates.

(Estimated). Not to be exceeded by estd. Expr. 248
Forms. Counterfoiled ... '.. 262

yielding undertakings. Loan charges ... 249
Revenues (Imperial). Funds derived from 398-403
Reviews. Gov. may wear uniform of Lord Lieutenant at 169

Royal Charter 137
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Royal Family. Precedence of
Standard

BEG.
142
148

S.

Safe (Fireproof). Cash receipts to be deposited in ..

Custody of Public Money in

Deposit
Only Public Money to be kept in ...

Withdrawal of Public Money from
Salaries

Salaries. Authority for

Cost of Remittances to be deducted
Payment of

SALARIES AND LEAVE OF GOVERNORS
Salaries from Parliamentary Vote. Income Tax on ...

may be drawn
through agents in U. K

(Incremental), Treatment in Ests

Salary. See Officers (Public). Salary.
Advance on a/c of. Conditions of

Method of accounting for
Bills

Form of

advice of

Educational Officers on Leave ...

European Officers in W. Africa. Invalided
out of Colony
On leave for

Urgent Private Affairs
"

Transferred
whilst 011 leave

for pension purposes
Gov. Arrangts. on appt.

(Transferred). Travelling via England.
Arrangts.

Half. When drawn
Increment of. Conditions on which drawn . .

First, on promotion
Officer on half-pay leave

Service for. How reckoned...

Interdicted Officers

Judicial Officers on leave

Native Officers in W. Africa. When acting
for European Officers

No abatement of, during Vacation Leave

Officer on Half-Pay Leave. How drawn ...

Private arrangts.
to secure more than half-pay prohibited

Officer on leave pending retirement . .

Officer on sick leave ...

Officer temporarily admng. Govt.
when period

exceeds nine months

327
323
325
327
325

74-82
247
316
283

103-109
402-3

401
236

75

308
399-400

Appx. 11

Appx. 11

97

128

129

133
82

108

109

74, 76, 77
80
81
88
81
60
97

135
98
89

91

100-101
99

104-5

107
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Salary. Promoted officer who already draws more than

minimum salary of new office ... ... 81

Reduction of, in lieu of dismissal 51

suspension ... ... 61

Suspended or interdicted Officer. Effect of

confirmation of sentence by S. of S. ... 66

Effect of

non-confirmation of sentence by S. of S. ... 63

Temporary Offices in West Africa 131

Sale of Government Lands. Treatment in Ests. of

proceeds of

Securities. Method of accounting for . . . 309

SALUTES ... ... 144-147

Salutes. At opening or closing of Houses of Parlia-

ment or Assembly ... ...

At Religious Ceremonies ..." 146

Colonial Officers. Table of ... ... Appx. 6

Gov. authorised to sanction customary ... 146

Gov. not entitled to, when absent from

Colony 147

Not to exceed nineteen guns 146

Officers holding acting appts. 145

to which Colonial Officials are entitled ... 144

Savings Bank A/cs. (Govt.). Duties of Auditor ... 368
Secret Services. Expr. on ... ... ... ... 310

Secretary of State for the Colonies :

Appts. to Public Offices. Significa-
tion of H.M.'s Pleasure through 50

Blue Book. Transmn. to 188

Report. Transmn. to 381
Certification of Signatures by ... 981

Correspce. Individuals. Gov. to

transmit with report to 215
with Govs. actually in

command of H.M.'s Troops 192-7
Ests. to be forwarded to 253

European Officers in W. Africa.

Cases of, invalided out of Colony
to be reported to ... ... ... 128

When on leave, may be required
to discharge any duty or go
through any course of instruc-
tion at discretion of 131

Extent of control exercised by ... 1
Gov. to report annually execution

of capital sentences 1 90
-

Appts. (Class I.).

Qrly. 30
Vacancies (Class

JI.). Immediately, with recom-
mns. for filling .........

Vacancies (Class
III.). Immediately 33
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Secretary of State for the Colonies con*. :

Gov. to report Civil Employ-
ment or Promotion of :

(a) Imperial Military Officers on
Half pay or Retired Lists .,Q

(If) Imperial Naval Officers on
Half pay or Retired Lists

grants of leave
to 89

Gov. to report suspension of Execu-
tive Councillors (Crown Colonies) 23
Law Officer to furnish reports on

Colonial Laws to 182
Laws to be transmitted to 186-7
Leave granted pending retirement

of Officer to be reported to ... 100
Memorials from dismissed Officers

to be transmitted to 51
Minutes of Legislatures to be trans-

mitted to 185

Opinion of Auditor. Gov. to report
cases where has been overruled 378

Passages in H.M.'s Ships. Applns
for, to be reported to ... ... 114

Punishment of Public Officers. In-

crease or reduction of, by ... 64
To be

reported to ... 62

Requisitions for Stores ... ... 380

Right of Individuals to address,

through the Gov 212
Sanction of, for use of 4th and 5th

class uniforms ... ... 166

Suspension of Public Officers to be

reported for confirmation ... 62
Uniforms (4th and 5th Classes).

Sanction for use of ... ... 166
Vacation leave. When to be re-

ported to 98

Secretary of State for War. Correspce. with Govs.

actually in command of H.M.'s

Troops 192-197
Securities. Purchase and Sale of. Accounting for ... 309

Security Bonds 332

Acting appts. ... ... ... ... 333
Duties of Auditor ... ... ... 372

of acting officers ,
333

for refund of Advance on account of Salary .. 75

Seniority. See Officers (Public).
Service for Pension 82
Service (Tour of). See Tour of Service

SHIPPING ... 202-207

Ships (His Majesty's). See His Majesty's Ships.
-

(Private). See Passages,

32231 L
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Shoals, &c. See Reefs, Shoals, &c.
Sick Leave. See Leave (Sick).

Signatures. Certification by S. of S 183

Sinking Funds. Duties of Auditor 371

Special Warrants authorising expr. 286

Stamp Duties. Treatment in Ests

Duty on Receipts 300
Stock. Custody of .. ... 330

Stamped Forms. Duties of Auditor 366

Stamps. Collection of Revenue by 263
Duties of Auditor 360,366

Standard (Royal) 148
Statement of Assets and Liabilities. Accompanying

Ests. ... 254
Annual ... 354

Monthly, to

be published in Ga/ette 344
- Revenue and Expr. Detailed annual... 353

Stock Book. Stamps ... ... ... ... ... 330
Store Accounts. Duties of Auditor 374
Stores obtained locally to be by contract after tender ... 383

Boards of Survey of Govt. ... ... ... 385
Condemnation of unserviceable 386

Custody of Public Money and 322-333
Losses and deficiences. Authority for writing

off 388

Requisitions for, to be sent to :

(a) C. Agts. if expr. has been sanc-

tioned 379

(b) S. of S. if expr. has not been
sanctioned ... 380

SUPPLIES and ... 379-395
-

(Unserviceable). Disposal of 387
Sub-Accountants. Cash Balances of ... ... ... 314

Cash Book ... ... 337

checking of, by Treas.... 339
to be forwarded to

Treas. monthly ... 338
Duties of Auditor 220
Examination of Vouchers ... ... 299

Responsibility, of ... ... ... 220
To deposit rects. ai Bank daily ... 328
To observe Regs, in Chap. V. ... 217

Sub-divisions of Heads of Expr 234
Sub-Heads. Additional 203

Excesses on, authority for defraying ... 304
- of Ests. of Expr ... 241

Revenue and Expr 246
Transfers between .. ... ... ... 347

Sub-Vouchers 292,297
Subordinates Responsibility for duties entrusted to... 220
Subsistence Allowance ... ... ... ... ... 284

Superannuation. See Pensions.

Supplementary Appropriation Laws ... ... ... 256
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Supplementary Ests. of Expr. 256

Requisitions 1; 290
Supplies. See Stores.

Surplus and Deficit Account 345
Balances. Sale of Investments on account of 309

Use of, for Public Works 24H

Surprise Survey. Boards of 331

Surveys by Treas. Sub-Accountant's Books . . 219

Survey (Boards of). Cash and Stamps 331

Reports 351

Survey of contents of Customs Warehouse by Auditor 362
Excise 363

Survey (Surprise). Cash and Stamps 331

Surveys (Surprise). See Surprise Surveys.
Suspension. Officer convicted on criminal charge ... 68,69,70

Officer not exempt by acquittal on criminal

charge 70
Officer not to leave Colony ... ... 71
Public Officers. Gov.'s Powers 13
Executive Councillors (Crown Colonies).

Gov.'s Powers 23

To be reported to S. of S. 23

Public Officers. (Class I). Removal on

grounds of general inefficiency 52
Classes II. and III :

Case to be laid before Executive Council 55

Committee of Enquiry. Constitution of ... 56

Disclosure of
further grounds of suspension 59

Full report to be

sent to S-. of S. for confirmation 62

Gov.-in-Council
may refer report back 61

Officer may cross-

examine witnessses 57

Officer to be sup-

plied with* copies of documentary evidence 57

Power to hear
witnesses 57

Effect of confirmation by S. of S. ... 65-67

Effect of non-confirmation by S. of S. 63

Gov. may interdict officers pending proceed-

ings for

Officer may appear before Ex. Council

Officer to be given opportunity to exculpate
himself

Officer to be informed of grounds of

. Punishment in lieu of

T.

Tax (Income). See Income Tax.

Rolls. Duties of Auditor

32231
M
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Taxes. Duties of Auditor 364

Ests 244

Telegraphs (Government). Ests. of Loan charges ... 249

Temporary Appts. Passage all ces. 113

Travelling expenses ... 113
Tender Board 383
Tenders for Stores obtained locally 383
Tour of Inspection. Entertainment on board H.M.'s

Ships 118
Service. Commencement of new tour after

leave , 128-129

Trading. See Officers (Public).
Transferred Governor. See Governor (Transferred).

Officers. Leave of 90

Passage allowances ... ... 121
Transfers between Heads and Subheads .. 347

Transport. Ests 243

Travelling Allowances. Ests 238
Grant of 284

of Officers on leave ... ... 93
Treasurer. Access to books of Sub-Accountants ... 219

Books of Account 335

(See also separate Heading
" Books of

Account.")
Conduct of surprise surveys by ... ... 219

Custody of Public Money by 324
Duties of 217-18

- Duties re requisitions 289
Examination of Vouchers ... ... ... 299
List of periodical returns to be furnished by 396
Not to overdraw a/c at Bank ... ... 329
The chief Accounting Officer 217
To deposit rects. at Bank daily ... ... 328
To furnish annual Abstract Account ... 352-3
To give rects. for re-issues of Public Money 326
To render a/cs monthly to audit , 349
To report arrears to Col. Sec. 274
To watch C. Agts'. a/c ...

*

313
Treasurers (Colonial). See Leave.

Treasury. Payments into, by Collectors of Revenue ... 269

Receipts to be paid into 264-5

Troops. Movement of, between Colonies in same
Command. Conditions attaching to ... 8

0. C., to render returns to Gov. 6

U.

Unauthorised Payments 280,285
Unexpended Votes to lapse at end of year 306
Unforeseen Expr. Ests. ... ... ... ... ... 245

Uniform, 1st Class. By whom worn ... ... ... 163
2nd 164
3rd Class. 165



137

Uniform, 4th and 5th Classes. By whom worn, under
sanction of S. of S

Civil. Not to be worn after vacation of

office without H.M.'s consent
of Admiral. Gov. may wear if entitled

General. ,,

Lord Lieutenant. Occasions on which
Gov. may wear

Retired Officers'

White undress ..

Uniforms
Union Flag
Unserviceable Stores. Disposal of

V.

Vacant Offices. See Offices (Vacant).
Vacation Leave. See Leave (Vacation).
Valuation of Furniture at Govt. House ...

Vault (Fireproof). Cash rects. to be deposited in,
without delay

Custody of Public Money in

Deposit of

Withdrawal of from
Visits between Naval Officers and Govs., &c. ...

Exchanging. Order to be observed in

Occasions
Omission to pay or return in person...

. Position of Officers holding acting
appts

Provision of boats for use of Govs.,
&c

Return. By deputy
In person
Must be paid within 24
hours

Vote. See Law.
Vote Accounts. Departmental
Vote (Parliamentary). Advice of bills drawn on credit

of ..

Bills drawn on credit of

Vote (Parliamentary). Gov. not to draw funds in

anticipation of

Salaries from. Claims for

exemption from Income Tax
_ Income Tax on

May be drawn through
Agts. in U.K.

Votes. Unexpended balances to lapse at end of year . . .

Vouchers. Certificates on...

Duties of Auditor ..357,361,
Entries in a/cs. to be supported by
Examination of, by Sub-Accountants

. Treas

REG.

166-167

168
16<J

169

169
168
170

163-170

149, 150
387

390

327
323
325
325

156-162
157
156
159

160

161
158
158

158

348

400
399-400

398

403
402

401
306
295

363, 370
334
299
299
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Vouchers. Separate, for separate sub-heads 293

for items scheduled in.General Warrant ... 283

payments 292
rects. ... 260

: to contain full particulars ... ... ... 294

(Sub) 292,297

W.

Wages. Payment of, in presence of witness ...

Warrant authorising Col. Badge on Red Ensign ... 152

Governor's. See Expr.
Warrants authorising expr. to lapse at end of year . . . 305

(General). Authorising expr. 283
-
(Imprest)
(Special). Authorising expr 286

Wear and tear (fair). Definition of 392
West Africa. Embarkation of Officer returning to ... 127

Leave regs. in 83,122-135
jeregs. in 122-135

West Indies. Conditions of service of persons engaged
in, under agrts. for service in W. Africa ... ... 134

Witness to payment of wages ... ... ... 298
Witnesses in proceedings for suspension of Public

Officers , ... 57-58
Withdrawal of Public Money from safe or vault . . . 325
"Word." Gov. to give the 5
Wreck Abstract. Infn. for 207
Wrecks and Casualties. Forms for reporting 207

to be reported to the B. of T... 207
Writs. See Elections.
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RETURN TO the circulation desk of any

University of California Library

or to the

NORTHERN REGIONAL LIBRARY FACILITY

Bldg. 400, Richmond Field Station

University of California

Richmond, CA 94804-4698

ALL BOOKS MAY BE RECALLED AFTER 7 DAYS
2-month loans may be renewed by calling

(510)642-6753

1-year loans may be recharged by bringing books
to NRLF

Renewals and recharges may be made 4 days
prior to due date

DUE AS STAMPED BELOW

MAY 2 6 1993




